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CM-ECF Glossary

Application used almost universally to create and view "PDF' documents.
"Adobe" created the "PDF' format.

An additional supporting document filed electronically with a pleading.
Proposed orders can be attachments to motions and applications.

A CM-ECF feature that permits any user to receive natification of the filing of
a case or document via e-mail. Users can choose to receive separate
notifications throughout the day or an end-of-day summary.

A Windows operation of navigating through directories via a mouse to select
a specific file.

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet.
The browser programs interpret Hypertext Markup Language (HTML)
documents delivered from WEB servers. Netscape Navigator and Internet
Explorer are the two most popular WEB browsers. Only Netscape Navigator
is guaranteed to work with CM/ECF.

In CM-ECF, a category is a classification of similar document types.
Category selections appear as hypertext links under the Bankruptcy and
Adversary menu selections.
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A control object a user can click to include choices from a list. Check boxes
are designed so that you can chose one or more items from a list.

Case Management/Electronic Case Filing is the Administrative Office’s new
application that will revolutionize the way we do business, completely
replacing BANCAP with "next generation” case management capabilities.
With CM-ECF attorneys can file cases and documents electronically via the
Internet.

A Default is a common suggested value displayed by CM-ECF on a screen.
Like BANCAP, many fields in CM/ECF have common values suggested. If
correct, you may accept them; if incorrect, you type over them.

In CM-ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document
types.

A window listing selections of data alphabetically in a text box. They are
used throughout CM/ECF for making selections. When you see the selection
you want to make, click to highlight it. To make multiple selections, hold your
control key down when making the second (third, etc.) selection.

A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area
(or topic) to another in a Web based program.
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An electronic document produced by CM-ECF which certifies each filing
with the U.S. Bankruptcy Court.

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. To be filed in CM-ECF, all documents must be
in"PDF" format with the exception of the creditor list (matrix) which must be
uploaded in a text (.txt) format

A round selection button used to choose items from a list.
Radio buttons are designed so that you can chose only one item.

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address. The URL for
the Western District of North Carolina Bankruptcy Court website is:
WWW.Ncwhb.uscourts.gov
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Converting to PDF
Format-Part |

There are two ways to convert documents into PDF (Portable Document Format) files. PDF
files can be created from documents that are in a word processing system, or they can be
created utilizing scanning equipment and Adobe Acrobat software. This module (Part I) will
guide you through the process of converting word processing documents to PDF format. Part Il
will explain the process utilizing scanning equipment and Adobe Acrobat software.

Converting Word Processing Documents to PDF Format
(this example demonstrates the process using WordPerfect)

STEP 1 Type document in word processing; save to hard drive.

STEP 2 With the document open on the screen, click on File from the drop down menu
and select the Print option. (See Figure 1)
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STEP 3 The Print dialog box displays. (See Figure 2)
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L 4 Click on the down arrow V¥ to the right of Current printer: field

STEP 4 A list of available printers displays. (See Figure 3)
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L 4 Click to highlight and select the Acrobat PDF Writer printer.
L 4 Click the [Print] button to create the PDF formatted document.

Note: The file will not actually print out; instead the document will be
translated into PDF format.

STEP 5 The PDF File Save As dialog box displays. (See Figure 4)
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Figure 4
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4 Navigate to the appropriate folder (directory) where you would like to save
the PDF image.

L 4 Click inside the File name: box and type the name you have chosen for
the image.

Note: The .pdf extension will automatically be added to the filename you

type. (i.e., if you name your file: hallmotn, the filename will be saved as
hallmotn.pdf).

L 4 Click the [Save] button.

Important:

An Adobe PDF image file has now been created, and will be available to associate to the event
during the docketing process.

The PDFimage cannot be viewed or altered in the word processing program. You will, however,
be able to view the image during docketing to assure that you are associating the correct image
with the docket event.

The original word processing text document remains on your hard drive as originally saved.

If you need make changes to a document that has already been turned into an image (but not yet
docketed), delete the incorrect PDF image file from the hard drive. Open the text document in
word processing and make the necessary changes. Save the corrected text document. Create
the PDF image file.

SHORT STEPS

Step 1 Type document in word processing program; save.
Step 2 Click ‘File’; select ‘Print’.

Step 3 Select Adobe Printer; click ‘Print’.

Step 4 Name and save PDF file.
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Converting to PDF
Format-Part ||

There are two ways to convert documents into PDF (Portable Document Format) files. One way
is to convert documents that are created in your word processing system. The other way is to
convert documents (such as attachments and exhibits) utilizing scanning equipment and Adobe
Acrobat software. This module (Part II) will guide you through the process of converting scanned
documents to PDF format utilizing scanning equipment and Adobe Acrobat software. Part | explains
the process of converting word processing documents into PDF format.

Converting Scanned Documents to PDF Format
Using Adobe Acrobat Software

STEP 1 Place document and all attachments or exhibits on the scanner bed.

STEP 2 With document in place, launch Adobe Acrobat software by double-clicking on the
desktop icon for Adobe Acrobat.

STEP 3 A blank Adobe Acrobat Image Screen displays. (See Figure 1)

FE Aadobec Acrobat

2 == e E R = |

Figurel

L 4 Click File from the drop down menu. (See Figure 2)
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Adobe Acrobat
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L 4 Select the Import option.
* Select the Scan option.
STEP 4 The Adobe Acrobat Scan screen displays. (See Figure 3)
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L 4 Select the device for your scanning equipment.

Note: This will only need to be done the first time a document is scanned.
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After that, the system will always default to the correct device and will only
need to be modified if the scanning equipment changes.

4 Select the page format (Single Sided or Double Sided).
2 Select the radio box to indicate the destination of New Document.

Note: Be sure the radio button for “New Document” is selected. Select the
radio button “Current Document” only if you wish to add additional pages
(append) to a scanned document. If so, be sure the image you would like to
append is currently open and displayed on the image screen.

4 Click [Scan] to continue.
STEP 5 A Dialog Box displays. (See Figure 4)
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This box allows the adjustment of various settings for the scanned image. Using the
default settings will usually be acceptable to create the scanned image. However,
these settings may be adjusted if required.

L 4 Click [Scan] to begin scanning the document.

STEP 6 Once all pages placed on the scanner have been scanned, the Adobe Acrobat
Scan dialog box will display. (See Figure 5)
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Click [Next] if you have additional pages to scan. The additional pages will
be added (appended) at the end of the document just scanned.

Click [Done] when all document pages have been scanned.

Note: the number of pages reflected in the Adobe Acrobat Scan dialog box
will always be one more than the number of pages actually scanned because
the number reflected represents the page number of the next scanned page
if there will be one. In the example above, one page has been scanned.
Adobe Acrobat prompts that the “Next Page” would be “Front of sheet 2".
(See Figure 5)

When all pages have been scanned and you have clicked [Done], the Image
Screen will display.

STEP 7 Quality assure the image by selecting View from the drop down menu and clicking
on Full Screen to view all pages of the image. (See Figure 6)
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L 4 The image will appear on the screen in full size and each page can be quality
assured. (If necessary, return to Step 1 and re-scan the document if the
image is unacceptable or pages are missing.) When you are finished
viewing the document, press the [Esc] escape to return to the Image
Screen.
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STEP 8 Once the image is correct and complete, the file must be named and saved.

4 Select File from the drop down menu, and click Save As. (See Figure 7)
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STEP 9 The Save as Dialog Box displays. (See Figure 8)
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L 4 Navigate to the folder where you wish to save the PDF file.

4 Choose a filename and type that name in the File name: box. The .pdf
extension will automatically be added. (For example, if you name the file:
hallmotn, the image will be saved with the name: hallmotn.pdf). The PDF
file will be saved on your hard drive (or floppy, if chosen) in the folder to
which you have navigated. The image can then be associated to the ECF
event during the docketing process.

Note: For verification purposes, the image may be viewed during
docketing process in ECF to ensure that the correct image is associated
with the docket entry.

L 4 Click the [Save] button.

STEP 10 The document displays on the Adobe Acrobat Image Screen. (See Figure 9)
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L 4 The image has now been saved.
L 4 Close the image by clicking on the “x” in the right corner of the image (the
“x” on the line that contains the filename of the image).
STEP 11 A blank Adobe Acrobat Image Screen displays. (See Figure 1)

L 4 The scanner is available to scan the next document. Repeat Steps 1
through 10 for each document to be scanned.
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Short Steps:

Step 1 Launch Adobe Acrobat

Step 2 Place document on scanning bed

Step 3 Click *file’, then ‘import’, then ‘scan’.

Step 4 Select New Document; select single or double sided; click ‘scan’.
Step 5 Click ‘Done’ when all pages have been scanned.

Step 6 Quality assure the image.

Step 7 Click ‘File’, then ‘Save As’. Name and save the image.

Step 8 Close the image document.
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Accessing CM/ECF

Access to the CM/ECF system is gained through using the Netscape Navigator WEB browser.

STEP 1 Open Netscape Navigator and enter the URL (address) of the court's homepage
in the browser's Location field. (See Figure 1)
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STEP 2 Click on the CM/ECF Information hypertext link in the center of the homepage.
(See Figure 2)
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STEP 3 The CM/ECF Information page displays. (See Figure 3)
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L 4 Go to the bottom of the page and click on the ECF LIVE database link.
STEP 4 The ECF Main screen displays.

L 4 Click on the hypertext link: Western District of North Carolina - Document
Filing System.

STEP 5 The ECF/Pacer Login screen displays. (See Figure 4)
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ECF/PACER Login
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4 Enter your Login and Password. Your login and password are case

sensitive. For Example, a login of thomask should not be ThomasK or
THOMASK. Enter a client code, if desired.

L 4 Click [Login] to continue.

NOTE: The preferred method to exit CM/ECF is to click the Logout hypertext
link on the CM/ECF Main Menu Bar.
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Trustee’s Rejection of
Appointment

The appointed trustee of a bankruptcy case will reject his position if there is a conflict of interest. A
successor trustee will be appointed upon receipt of a Trustee's Rejection of Appointment. The
following instructions will guide you through the Electronic Case Filing (ECF) system for Trustee
Rejection of appointment.

STEP1

STEP 2

STEP 3

STEP 4

STEP 5

Click the Bankruptcy hypertext link on the CM-ECF Main Menu.

The Bankruptcy Events screen displays.

*

Click the Trustee/Bankruptcy Administrator hypertext link.

The Case Number screen displays.

*
*

Enter the case number in yy-nnnnn format including the dash.
Click [Next] to continue.

The Event Type screen displays.

*

*

Verify the case number and case name.

L 4 If the case number and name do not match your document, click the
browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again. You may use
the browser [Back] button at any time during this process to verify
former screens until the final submission.

Use the down arrow V¥ to the right of the box to scroll through the event list
to select the document to be filed. Click to highlight Rejection of
Appointment.

Click [Next] to continue.

The PDF Document Selection screen displays.

*

Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it.

Note: If you wish to view the image before selecting to be sure you have
chosen the correct file, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image in Adobe
Acrobat, then close Adobe Acrobat when you have finished viewing the
image.
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L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there are
attachments.  (Refer to module: Attachments to Documents for more

information).

L 4 Click [Next] to continue.

STEP 6 The Final Docket Text screen displays.

4 A prefix box is available to add more detail to the docket text.

L 4 Click the down arrow 'V to display the prefix options.

Options to choose from are:

[none]
Agreed
Alias
Amended
Emergency
Ex Parte

Scheduled with urgency

Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party

Verify the accuracy of the Final Docket Text.

Click [Next] to continue.

STEP 7 The Final Approval screen displays.
L 4 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct:
4 Click [Next] to continue.
L 4 If the Final Docket Text is incorrect:
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4 Click the browser [Back] button to find the error(s) and then proceed
with the event.

L 4 To abort or restart the transaction, return to Step 1 and begin again.
STEP 8 The Notice of Electronic Filing displays.

L 4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the docket report for this case.

4 Clicking on the document number hypertext link will present the PDF image
of the document just filed.

L 4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

L 4 To print a copy of this notice click the browser [Print] icon.

4 To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

L 4 You may also save the notice through the browser File/Save option.
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341 Meeting
Proceedings Memos

This module
demonstrates the steps a trustee takes to file Proceedings Memos for 8341 Meetings in the
CM/ECF system. The ECF system allows Chapter 7 Trustees to receive a list of creditor meetings
by date, and then record the outcome of a group of meetings. With one docket event, the trustee
can effectuate automatic docketing of 341 Proceedings Memos in each of the individual case files.

This Module demonstrates the steps for utilizing one ewvent to docket 341 Proceedings Memos in
multiple cases. (See Alternative 1, below, for information on single-case docketing of a 341
Proceedings Memo). The multiple case docketing feature may be executed only by the trustee, and
each trustee will have access only to his or her own cases. A user must be logged in as the trustee
of record in order to have the targeted activity appear.

341 Meeting Proceedings Memos
Multiple Case Entries

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
STEP 2 The Bankruptcy Events screen displays.

4 Click the Trustee’s 341 Filings hypertext link.

STEP 3 The 8341 Meeting Date screen displays. (See Figure 1)

EECF Bankruptcy +  Adversary + Query + Reports + Utdities + Logout
Trustee's 341 Filings

Date Iaf&fauuj Calencsr ‘

Mei | % earl

Figurel

L 4 Type the date the §341 meeting was held.

Note: All 341 meetings to be docketed in a single entry must have been held
on the same day. Return to Step 1 as needed to docket additional groups
of meetings held on different dates.
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4 Click Calender to assist in selecting the date if desired.
L 4 Click [Next] to continue.

STEP 4 The 8341 Meeting Processing screen displays. (See Figure 2)

EECF Bankruptcy + Adversary ¢+ Query * Reports + Utilities + Logout

U.5. Banlornptey Cowrt
Western Disict of Morth Caroelina - TEST
Trustee Robert M. Fitts
Drate: 117222000

Eeport of Initial Continue
Case No. No Action No-Distributdon Report To Date Timae
12-10001-erh Snwdl=y Crooke=1
: r* . . r
Whiplzsh | I
13-1C010 Dael Cene Hinson r 5 r r | I
13-20001-orh Snwdl=y Crooke=1 ,
: r . r g 0/ :
Pl 11/20/2000 [9:02
SLkmit | Clear |
Figure2
4 The system displays a list of debtors whose appearances were scheduled

on the date selected in Step 3.

Note: The system only shows debtors which are assigned to the Trustee
who has logged into the ECF system for this transaction.

4 There are 4 radio buttons that can be selected for each case. Case by case,
make indications as appropriate regarding the 8341 Meeting outcome.

Note: Only one radio box may be selected for each case. The choices are:

4 No Action. If No Action is chosen, no entry will be made on the
docket for the case. No notation will be reflected in the Notice of
Electronic Filing for this case. Use this option if a meeting of
creditors was not held.

L 4 Trustee’s Initial Report - Cases that have already been determined
to have assets or that the trustee is still determining their status. The
8341 meeting date will be satisfied. The docket event will reflect the
Trustee’s Initial Report, Debtor(s) sworn, and First Meeting Held.
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L 2

4 Trustee’s Report of No Distribution - Any case where the trustee has
confirmed there are no assets. The 8341 meeting deadline will be
satisfied. A docket event will reflect the Trustee's Report of No
Distribution.

4 341Meeting Continued - The current 8341 meeting date deadline will
be satisfied, and the docket will reflect the new date for the continued
meeting.

The Final Docket Text cannot be edited when using the Trustee’'s 341 Filings
hypertext link. The docket entry in each individual case will be based upon
the radio buttons selected for that case during this Step 4. If you need to add
additional text to a docket entry for a specific case, use Alternative 1 below.

4 Alternative 1. Individual 341 Meeting Proceedings Memos can be
docketed by selecting the Trustee/Bankruptcy Administrator hypertext
link and docketing the event Proceedings Memo 341 Held or
Proceedings Memo 341 Continued in an individual case. This option
will allow modification of the Final Docket Text, such as to include
text “female debtor not sworn” for example.

L 4 Verify the choice for each case. Note the continued date and time for
any 8341 meetings that have been continued. This will be the last
opportunity to make changes.

Click [Submit] to continue and officially submit the entry.

STEP 5 The Notice of Electronic Filing displays.

*

*

Only one naotice displays for all cases.

Scroll down to see the cases in which a 8341 Proceedings Memo has been
docketed.

Scroll down to see participants who have and hawe not registered for
electronic noticing on this case.

Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

To print a copy of this Notice, click the browser [Print] button.

To save a copy of this notice, click File on the browser menu bar and select
Save Frame as.

You may also save the notice through the browser File/Save option.
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Trustee Report Events

The following instructions will demonstrate the steps to follow in filing a Trustee Report Event.
Although the example in this module specifically shows the Trustee’s Report of No Distribution,
the same steps would be followed for other reports such as Initial Reports, Interim Reports, Final
Reports, Report of Deposit, Rule 3011 Report, etc.

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

Trustee’s Report of No Distribution (Chapter 7)

Click the Bankruptcy hypertext link on the CM/ECF main menu.

The Bankruptcy Events screen displays.

4 Click the Trustee/Bankruptcy Administrator hypertext link.

The Case Number screen displays.

*
*

Enter the case number in yy-nnnnn format including the dash.
Click [Next] to continue.

The Event Type screen displays.

*
*

L 2

Verify the case number and case name.
If the case number and name do not match your document, click the
browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again. You
may use the browser [Back] button at any time during this
process to verify former screens until the final submission.

Use the down arrow V¥ to the right of the box to scroll through the
Event Type list to select the document to be filed. Click to highlight
Trustee’s Report of No Distribution (Chapter 7).

Click [Next] to continue.

The PDF Document Selection screen displays.

*

Click [Browse], then navigate to the directory where the appropriate
PDF file is located. Double-click the PDF file to select it and
associate it with the docket entry.

Note: If you wish to view the image before associating it with the
docket entry to verify that you have chosen the correct file, first right
click on the highlighted filename and select Open to view the image
in Adobe Acrobat.
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L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate
there are attachments. (Refer to module: Attachments to
Documents for more information).

L 4 Click [Next] to continue.

STEP 6 The Final Docket Text screen displays. (See Figure 1)

EECF Bankruptcy +  Adversary + Query + Reports « Ulilities «

Trustee action:
00-1C013 Simon Yan Cross

Doz ket Te:t: Modify 2= Appropriate.
Trustee's Report of No Distribution . {Pitts, Robert)

Figure 1
4 Verify the Final Docket Text.
L 4 Click [Next] to continue.
STEP 7 The Final Approval screen displays. ( See Figure 2)

Trustee action:

00-10013 Simon «an Dross

Docket Text: Final Text
Trustee's Report of Mo Distribution. (Pitts, Robert)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 2

L 4 Verify the Final Docket Text. Read the warning message.
L 4 If the Final Docket Text is correct:

4 Click [Next] to continue and officially submit the document.
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2 If the Final Docket Text is incorrect:

4 Click the browser [Back] button to find the error(s) and proceed with
the event.

L 4 To abort the event and begin again, return to Step 1.
STEP 8 The Notice of Electronic Filing screen displays.

L 4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the docket report for this case.

L 4 Clicking on the document number hypertext link will present the PDF image
of the document just filed.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

4 You may also save the notice through the browser File/Save option.
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Single-Part
Motions/Applications

This module will demonstrate the steps to file a motion in the CM/ECF system. The example
demonstrates the electronic filing of a motion that requests only one type of relief (relief of stay), and
the example is filed along with a notice of opportunity for hearing. The same steps would be
followed for other types of single-relief motions and applications. See also: Multi-Part
Motions/Applications for guidance on filing a document with more than one relief (i.e. request for
relief from stay and request for compensation). As a trustee, many of the commonly docketed
motions will be found in either the Trustee/Bankruptcy Administrator category or the Batch Filings
category. Look in these categories first when docketing a trustee event. If the event you are
docketing is not available in either category, then use the Motions/Applications category.

Filing a Motion for Sanctions w/HEARING

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
STEP 2 The Bankruptcy Events screen displays.
4 Click the Motions/Applications hypertext link.
STEP 3 The Case Number screen displays.
L 4 Enter the case number, including the hyphen, in yy-nnnnn format.

L 4 Click [Next] to continue.

STEP 4 The File a Motion screen displays.
L 4 Verify the case name and case number that is displayed.
2 If the case name and number are incorrect, press the browser

[Back] button to re-enter the case number.

L 4 If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again.

4 Click the down arrow ¥ to reveal the list of motions. Highlight Sanctions w/
HEARING. Note: You may also type the first letter of a relief (in this case
‘S’), to immediately move to the list of reliefs that begin with a particular letter.

L 4 Click [Next] to continue.

STEP 5 The Joint Filing screen displays.
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STEP 6

STEP 7

STEP 8

*

*

If this filing is joint with another attorney, click to place a check in the Joint
Filing box. If this is not a joint attorney filing, no action is required.

Click [Next] to continue.

The Select the Party screen displays.

L 2

*

*

Click the down arrow V¥ to scroll the Select the Party box to locate the party
filer (in this example, the trustee).

Click to highlight and select the trustee.

Click [Next] to continue

The PDF Document Selection screen displays.

*

L 2

Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it and associate it with the
docket entry.

Note: If you wish to view the image before associating it with the docket

entry to verify that you have chosen the correct file, first right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there are
attachments. (Refer to module: Attachments to Documents for more
information)

Click [Next] to continue.

The Hearing Information screen displays. (See Figure 1)

Hearmg Tuformation

Lt crder to enter a heanng date/trredocation, you mast sbtamn prier approval Bom the presding udgs, Co
Judoe Hedges,

Hearing Diate: I Caler dar |Hearjng Tire: I AN C PLI

L:u:ati-;-n:l
ER | Clear |
Figurel
2

[

Based upon the information in the Notice of Hearing attached to the Motion
for Sanctions, enter the hearing date, time and location.
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L 4 Click [Next] to continue.

STEP 9 The Final Docket Text screen displays. (See Figure 2)

File a Motion:
97-10971 Carole Taylor Penland

Docket Text: Modify as Appropriate.

| j Motion for Sanctions Against Iatt':'rne? for the debtor

Filed by Roberts & Stevens, P.A. . Hearing scheduled for 4/18/2001 at 09:30 AWM at
1-Mamm Courtroom First Floor. (rec, )

et Clear

Figure?2

4 A supplemental text box window and the prefix box are available to add more
detail to the docket text.

. Click the down arrow V¥ to display the prefix options.
Options to choose from are:
[none]
Agreed
Alias
Amended
Emergency
Ex Parte
Scheduled with urgency
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party
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STEP 10

STEP 11

L 4 A supplemental text box window is provided to add more detail to the docket
entry. In this example, we have added: “attorney for debtor” to indicate who
the motion for sanctions is against.

4 Click [Next] to continue.

The Final Approval screen displays.

4 Verify the Final Docket Text. Read the warning message.
4 If the Final Docket Text is correct,

L 4 Click [Next] to continue and officially submit document.
4 If the final docket text is incorrect:

4 Click the browser [Back] button to find the error(s) and proceed with
the event.

L 4 To abort or restart the transaction, return to Step 1 and begin again.

The Notice of Electronic Filing screen displays.

L 4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

L 4 Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

4 To print a copy of this notice click the browser [Print] icon.

L 4 To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

4 You may also save the notice through the browser File/Save option.
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Multi-Part
Motions/Applications

This module will demonstrate the steps to following in filing a motion in the CM/ECF system that has
more than one part (relief). The example illustrated shows a two-part Motion event: Objection to
Claim and Objection to Exemption. Although these events are “objections” they are found in the
Motions/Applications category. See also: Single-Part Motions/Applications for guidance on filing a
document with one relief (i.e. Motion for Sanctions). As a trustee, many of the commonly docketed
motions will be found in either the Trustee/Bankruptcy Administrator category or the Batch Filings
category. Look in these categories first when docketing a trustee event. If the event you are
docketing is not available in either category, then use the Motions/Applications category.

Objection to Claim and Objection to Exemptions

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
STEP 2 The Bankruptcy Events screen displays.
4 Click the Motions/Applications hypertext link.
STEP 3 The Case Number screen displays.
L 4 Enter the case number, including the hyphen, in yy-nnnnn format.

L 4 Click [Next] to continue.

STEP 4 The Document Selection screen displays.
L 4 Verify the case name and case number that is displayed.
2 If the case name and number are incorrect, press the browser

[Back] button to re-enter the case number.

L 4 If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again.

4 Scroll the File a Motion box; click to highlight Objection to Claim. This is
event is selected when the Objection to Claim is accompanied by a Notice
of Opportunity for Hearing.

L 4 While keeping the [Ctrl] key depressed, scroll to find Relief From Stay (fee);

click to highlight Objection to Exemption. This is event is selected when the
Objection to Exemption is accompanied by a Notice of Opportunity for
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Hearing. (See Figure 1)

00-10441 Damel E. Plowman and CGana E. Plowman

haoratorium |
Moratarium wHEARIMG

Dhjection to Claim

Chjection to Claim w/HEARING
Chjection to Confirmation w/HEARING
‘Ohjection to Exemption
Cbjection to Yaluation of Caollateral

Ohjections to Debtor's Claim of Exemptions w/HEARING (Ch 7 & 117 =]

1

Mext Clear

Figurel

Note: Objections to Claim can be submitted with a Notice of Hearing; if this
is the case, select the event Objection to Claim w/HEARING. For Chapter
7 and 11 cases, the event: Objections to Debtor’'s Claim of Exemptions w/
HEARING is available if the document is accompanied by a Notice of
Hearing.

L 4 Click [Next] to continue.

STEP 5 The Joint Filing screen displays.
L 4 The case number and debtor name display again for verification.
L 4 If this filing is joint with another attorney, click to place a check in the Joint

Filing box. If this is not a joint attorney filing, no action is required.

4 Click [Next] to continue.

STEP 6 The Select the Party screen displays.

4 Click the down arrow V¥ to scroll the Select the Party box to locate the party
filer (in this example, the trustee).

Click to highlight and select the trustee.

Click [Next] to continue
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STEP 7 The PDF Document Selection screen displays.

L 4 Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it and associate it with the
docket entry.

Note: If you wish to view the image before associating it with the docket

entry to verify that you have chosen the correct file, first right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documents for more
information)

L 4 Click [Next] to continue.

STEP 8 The Notice screen displays. (See Figure 2)

VOTICE: This is an acceptable NO-PROTEST meotion. If you still requiire a he
vort nuist decket NOTICE OF HEARING next.

Mext | Clear |

Figure2

4 This screen reminds you that the event chosen is normally submitted no-
protest. If a hearing is required, docket the event: Notice of Hearing, or
choose the appropriate Motion event “W/HEARING”.

L 4 Click [Next] to continue.

STEP 9 The Final Docket Text screen displays. (See Figure 3)
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Docket Text: Modify as Appropriate.

Objection to Claim of Creditor: “ with Notice of Opportunity
for Hearing. If a response or objection 15 filed - DUE: | ,a
hearing will be held on DATE:l . TIME:

|  LOCATION: | . Objection

to Exemption Filed by Roberts & Stevens, P.A . (rec,)

Mext | Clear
Figure3
4 A supplemental text box window is available to add more detail to the docket
text. Type the name of the creditor whose claim is disputed.
L 4 Type the date or number of days, as specified in the attached Notice of
Opportunity for Hearing, through which objections must be filed.
L 4 Type the date, time and location, as specified in the attached Notice of
Opportunity for Hearing, on which the hearing will be held if responses or
objections are filed.
4 Click [Next] to continue.
STEP 10 The Final Approval screen displays.
4 Verify the Final Docket Text. Read the warning message.
4 If the Final Docket Text is correct:
L 4 Click [Next] to continue and officially submit the document.
4 If the Final Docket Text is incorrect:
4 Click the browser [Back] button to find the error(s) and proceed with
the event.
1 To abort or restart the transaction, return to Step 1 and begin again.
STEP 11 The Notice of Electronic Filing screen displays.

L 4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

L 4 Clicking on the case number hypertext link on the Notice of Electronic
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Filing will present the Docket Report for this case.

4 Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

L 4 To print a copy of this notice click the browser [Print] icon.

4 To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

L 4 You may also save the notice through the browser File/Save option.
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Responses/Objections/Answers

Trustees file a variety of responses, objections and answers. The following instructions will guide
you through the Electronic Case Filing (ECF) system for docketing events such as responses,
objections and answers. Although the example in this module demonstrates a Trustee’s Response
to a Motion for Relief from Stay, the same steps would be followed for any other type of response,
reply or answer.

Trustee’s Response to Motion for Relief from Stay
STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

Note: If the response, objection or answer is in an adversary proceeding, choose the
Adversary hypertext link.

STEP 2 The Bankruptcy Events screen displays.

L 4 Click the Answer/Response hypertext link.

STEP 3 The Answer/Response screen displays.

L 4 Click the Reference an Existing motion/application hypertext link.
STEP 4 The Case Number screen displays.

4 Enter the case number in yy-nnnnn format.

4 Click [Next] to continue.

STEP 5 The Document Type screen displays. (See Figure 1)

File an answer to a motion

O0-10005-crh Danel (Gene Hinson

[

Amended Answer to Complaint
Chjection/Fequest far Hearing
Fesponse/Chjection
FesponsefRequest for Hearing
#-Dther Document

Figurel
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STEP 6

STEP 7

STEP 8

*

*

Verify the case number and case name.

2 If the case number and name do not match your document, click the
browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again. You may use
the [Back] button at any time during this docketing process to verify
former screens until the final submission.

Click the down arow V¥ in the Document Type pick list to reveal list
document options. The options are:

Amended Answer to Complaint
Objection/Request for Hearing
Response/Objection

(Note: No hearing will be set if this is selected)

Response/Request for Hearing
X-Other Document

*e S0

Click to highlight the Response/Request for Hearing option. In this
example, a response to a motion for relief from stay is being docketed. The
matter will be scheduled on the hearing calendar during the docketing of this
event.

Note: If you are responding to a document that is already on the calendar
(i.e. the motion was filed with a notice of hearing, or there has already been
a previous response to the motion), choose Response/Objection. If in doubt,
choose Response/Request for Hearing. It is better that the matter be on the
calendar twice instead of not at all!

Click [Next] to continue.

The Joint Filing screen displays.

*

L 2
*

If the document is being filed jointly with another attorney, click inside the
radio box to place a check mark.

If this is not a joint filing, then no further action is necessary.

Click [Next] to continue.

The Select the Party screen displays.

*
*

Click to highlight the name of the Trustee filing the response.
Click [Next] to continue.

The PDF Document Selection screen displays.
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4 Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it.

Note: If you wish to view the image before selecting to be sure you have
chosen the correct file, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image in Adobe
Acrobat, then close Adobe Acrobat when you have finished viewing the
image.

4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there are

attachments.  (Refer to module: Attachments to Documents for more
information).

4 Click [Next] to continue.

STEP 9 The Hearing Information screen displays. (See Figure 2)

EECF Bankruptcy +  Adversary + Uucry - Heports  + Utilitics + Logout

- ek el O e | hinsen

Heaing Information

T eredr bnoevoor & hradng dstefmcslonatios, a1tz abtan prist apprasal o th- presiding Jidg- Coarfa-t th- Crar
Juige Llnlges.

Hesring Trater [12720 7000 23 enzar IHEﬂrﬂgT'_m_E: MEz0n & AN 5 F

L acascu I]-rui=.|n Lok Fiesl Flrnr j

= ET,'-::-H th 2 Aliag ey te &n rwisting dorin-nk-n Bz cazey (e, chick on che sow

Bz Itz pevn you are docke mu i an mmaw son esponse, pouwal e croipl=d oo subeeguen sorzen Lon e x
zoelicn Therefere, doone ik en g b le zsablish a celabienslog s e e om pow s 2 ws ey

M | Clar |

Figure?2

4 Based upon the information set forth in the Notice of Opportunity for Hearing
attached to the Motion for which this response pertains:

4 Enter the hearing date. You may click on the Calendar button to
assist in this process.

L 4 Enter the time of the hearing. Select the appropriate radio box for
either A.M. or P.M.

4 Click on the down arrow V¥ to the right of the field box and highlight
the location as set forth in the Notice.
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4 Click inside the radio box to place a check mark indicating that this
filing does refer to an existing document in the case.

Note: Disregard the notice that would seem to indicate that you
would not need to select the radio box since the document being filed
is a response. It is necessary to select the box to indicate reference
to an existing document in order to establish correct document
linkage and scheduling of the hearing.

L 4 Click [Next] to continue.

STEP 10 The Document Category screen displays. (See Figure 3)

EECF Bankruptcy +  Adversary + Query + Reports + Utiities + Logout

00-70005-grn Dams=. Gene Hingon

Flease zelect taz category of docurments to winch your document refers

IChS AI

TypE
ans
answier
appeal
CHp
Cour
mrisc
‘matian
notice
orde:
plan
trustez j
Figure3
L 4 Click to highlight the category of documents to which this response refers (in
this example, ‘motion’).
Hint: To make it easier to find the document to which the response is to be
linked, you may select more than one category or select all categories.
L 4 Click [Next] to continue.
STEP 11 The Pending Motions screen displays. (See Figure 4)
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EE F Bankruprtcy +  Adversary  + Ouery + Reparts + Utlitles = Logout

File an answer to a motion:
O0-1000%-21h Dam=] Genz Hiseu

Include Date # Docleet Text

r 1171572200 £ Metion for Eclef from Stay wil I etoo of Opportunaty £ Hearng - PROCEETY
DEZCRIPTOOMN. i999 Hords Avomrdd. T a espons= o1 ebjezlion s fed - DUE.
shdme s hearg vl be held or TIATE TAZOAN TTWE: Q130 AR
L2 A LLCE]: Asieviiis, N Fled by Srnenzan Bepress Lravel Felated Servces
Co, Ine . (ree, ) Brtercd: 11/2%ECC0

Flext | Clear |

Figure4
4 Select the motion you wish to answer by clicking in the box next to the date
(the “include” column). This will link the response to the motion.
STEP 12 The Schedule Effects screen displays. (See Figure 5)

EE F Dankruptcy + Adversary + Query -+ Reports « Utities + Logout

The follzwms schedule record: will be associated wizh the Cocket =xnies specified belowr

Tvpe | e
Thate 120N
Time 02 30

Locaton |1 Man Cowtrosm birct Bloor

Frtnnt
Seloct troms she bollewaz dockss ortnizs tasss which the gbore schooule fooords sheuls 2o aszociazed weta

T Cresle Schedwe secord Gon coocent dockel enlny

I¢F hilation for Zelief Fom Stay with Matice of Opportaaity for Hearng - FROFERETY DESCEPTLOL: 1000 Hox
Areerd T a r2apang=s or okbj=-can s filed - TOTE P dawa 3 hearing well b= beld o ATE A 20000, 7 WE 3
LOZATION: Askeviile. MO Tiled by Amenzan Fepress Travel Felated Semic=s Co, ne.. (rec, 1 (Crtered:

11722000
Figure5b
2 This screen will schedule the hearing. Verify the hearing date, time and
location.
L 4 Select the radio box to indicate hearing on the motion. Do not Create

Schedule record for the current docket entry (the response). The hearing is
scheduled on the Motion, not on the Response.

Note: The system will default to Create Schedule record for current docket
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STEP 13

STEP 14

STEP 15

entry. This must be un-selected. Then select the motion so that the hearing
will be properly scheduled.

L 4 Click [Next] to continue.
The Final Docket Text screen displays.

L 4 A prefix box is available to add more detail to the docket text if required.

Click the down arrow V¥ to display the prefix options. Options to choose
from are:

[none]
Agreed
Alias
Amended
Emergency
Ex Parte
Scheduled with urgency
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party

4 Verify the accuracy of the Final Docket Text.

L 4 Click [Next] to continue.

The Final Approval screen displays.

L 2 If the Final Docket Text is correct:
L 4 Click [Next] to continue and officially submit the document.
2 If the Final Docket Text is incorrect:

4 Click the browser [Back] button to find the error(s) and then proceed
with the event.

L 4 To abort or restart the transaction, return to Step 1 and begin again.

The Notice of Electronic Filing screen displays.
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Short Steps:

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6
Step 7
Step 8
Step 9
Step 10
Step 11

4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the docket report for this case.

L 4 Clicking on the document number hypertext link will present the PDF image
of the document just filed.

4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

L 4 You may also save the notice through the browser File/Save option.

Click Bankruptcy

Click Answer/Response

Enter Case Number

Select Type of Response

Indicate if Joint Attorney Filing
Select Party Filer

Associate PDF Document
Schedule Hearing

Link to Document being Answered
Verify Hearing Information; Schedule Hearing on Motion.
Edit/Verify Final Docket Text
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Trustee Notices

The Trustee/Bankruptcy Administrator hypertext link lists various trustee notices which the trustee
submits to the court. Other Notices are available to the Trustee through the hypertext link: Notices.
The following instructions will guide you through the steps to file a notice event in the
Trustee/Bankruptcy Administrator category. Although the example in this module specifically shows
the Trustee’s Notice of Possible Dividends and Request for Notice to Creditors, the same steps
would be followed for other types of notices such as Notice of Transfer of Claim, Notice to
Terminate Wage Deduction, Notice of Hearing, Notice of Withdrawal of Document, etc. If you are
filing a notice for which there is no event code in either Trustee/Bankruptcy Administrator or Notices
category, choose X-Notice (Other) (found in the Notices category).

Notice of Possible Dividends and Request for Notice to Creditors

STEP 1 Click the Bankruptcy hypertext link from the CM/ECF main menu.
STEP 2 The Case Number screen displays.
L 4 Enter the case number in yy-nnnnn format.

L 4 Click [Next] to continue.

STEP 3 The Event Type screen displays.

EECF Bankruptcy + Adversary « Juery « Reports o« Utllitles « Logout
Trustee action

LO-T00T0 Do Wan Dioss

wemntanrd 1 nf Prereed roll 1zaing - =Id) =]
wction fo- Diaclkarge (Ch.12

sotizz of 341 7%) Meeting 27 Crecitors (Chapter 13)

Natiz= ot | lan Moedicat on

otz ot boooibhle Dmdends Y Heguest tar Mocice to Cradibors
satizz of Trancfor of Clair & YWaivet of Daporttunity 10 Objcct; Suastituting Transfarcc
sotizz cf Wthdrawal of Soport of Mo Dict-ibutior

Motiza ta Amand YWage Ceductian Ll

M=+ Clran

Figure 1
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STEP 4

STEP 5

*

L 2

L 2

Verify the case number and case name.

If the case number and name do not match your document, click the browser
[Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again. You may use the
browser [Back] button at any time during this process to verify
former screens until the final submission.

Use the down arrow ¥ to the right of the box to scroll through the event list
to select the document to be filed. Click to highlight Notice of Possible
Dividends & Request for Notice to Creditors.

Click [Next] to continue.

The PDF Document Selection screen displays.

*

L 2

Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it.

Note: If you wish to view the image before associating it with this docket
entry, before double-clicking, first right click on the highlighted filename and
click on open. You can view the image in Adobe Acrobat, then close Adobe
Acrobat when you have finished viewing the image.

The Attachments to Document option defaults to No. If you have
attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documents for more
information).

Click [Next] to continue.

The Final Docket Text screen displays.

*

A supplemental text box window and the prefix box are available to add more
detail to the docket text if required.

Click the down arrow V¥ to display the prefix options.
Options to choose from are:

[none]
Agreed
Alias

Amended
Emergency
Ex Parte
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Scheduled with urgency

Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party
L 4 Verify the accuracy of the Final Docket Text.
4 Click [Next] to continue.
STEP 6 The Final Approval screen displays.
L 4 Verify the Final Docket Text. Read the warning message.
4 If the Final Docket Text is correct:
4 Click [Next] to continue and officially submit document.
L 4 If the Final Docket Text is incorrect:
4 Click the browser [Back] button to find the error(s) and proceed with
the event.
L 4 To abort or restart the transaction, return to Step 1 and begin again.
STEP 7 The Notice of Electronic Filing screen displays.
4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.
L 4 Clicking on the document number hypertext link will present the PDF Image
of the document just filed.
4 Scroll down to see participants who have and have not registered for

electronic noticing on this case.
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To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

4 You may also save the notice through the browser File/Save option.
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Amended Documents

This module demonstrates the steps to take to amend certain types of documents. Although this
example shows the amending of a Motion for Relief From Stay, the same steps would be followed
to amend other types of fee-based motions.

Note: If you are amending a motion that did not originally require a fee, or other document such as
a notice or report, docket the event as usual and choose “amended” from the pick list in the Final
Docket Text. However, do not use this method to amend a fee-based motion, as re-docketing the
fee-based event will trigger a flag that may inadvertently cause the court to charge a filing fee for the
amended motion where none is actually due.

To amend debtor schedules, there are separate events in the Other category: Amended Schedules

(Other), Amended Voluntary Petition, and Amendment-Adding new names or changes amounts
(fee).

Amended Motion for Relief From Stay

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
STEP 2 The Bankruptcy Events screen displays.

4 Click the Other hypertext link.

STEP 3 The Case Number screen displays.
4 Enter the case number in yy-nnnnn format.
4 Click [Next] to continue.
STEP 4 The Select the Party screen displays.
L 4 Verify the name and case number displayed.
4 If the case name and number are incorrect, click the browser [Back]
button to re-enter the case number.
L 4 If the system prompts that you have entered an invalid case number,

click the browser [Back] button to try again.

Note: You may use the browser [Back] button at any time during
this process to verify former screens until the final submission.

L 4 Click to highlight the filing party(ies) for this document. More than one party
may be selected by holding down the Ctrl key while clicking party names.

L 4 Click [Next] to continue.

STEP 5 The Event Type screen displays.
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STEP 6

STEP 7

*

*

L 2

Click the down arrow V¥ to scroll through the list of Event Types.

4 There are four types of amended documents:
4 Amended Document (other)
4 Use this option when you are amending any type of

motion that, when originally filed, a fee was paid.

L 4 Amended Schedules (other)
L 4 Use this option when you are amending schedules or
related items such as Statement of Financial Affairs,
Statement of Intention, or any other items that were
filed with the original petition and schedules (except
schedules D, E, and F)

L 4 Amended Voluntary Petition

L 4 Use this option to amend the two-page voluntary
petition.
4 Amendment -Adding new names or changing amounts (fee)

4 Use this option to amend Schedules D, E, and/or F.
There is a fee to amend these schedules.

In this example we will be amending a Motion For Relief From Stay.
Therefore, click to highlight Amended Document (other).

Click [Next] to continue.

The PDF Document Selection screen displays.

*

L 2

Click [Browse], then navigate to the directory where the PDF file is located
for the amended document. Double-click the PDF filename to select it and
associate it with this docket entry.

Note: If you wish to view the image before associating it with the docket
entry to verify that you have chosen the correct file, first right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

The Attachments to Document option defaults to No. If you have
attachments to the document, click the Yes radio button to indicate there are
attachments. (Refer to module: Attachments to Documents for instructions,
if necessary).

Click [Next] to continue.

The Document Linking screen displays. (See Figure 1)
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EECF Bankruptcy + Adwversary + Query + Reports + LUtilities

Miscellaneous:
0-50022 Eetha Eoath Preoe Penmel

W Does s flng refer to an existing document s zase? (IF yes, clek onthe box)

NOTE: Itthe event vou ave dacksting 13 an answat'response, vou wil be prompted on a subseqient serzen
motion. Therefore, do not chick on fhis bex to estaklish a relancnshep te the motion yau are answeting,

Mzat | Clear |

Figurel

4 Click inside the box to place a checkmark and indicate that this filing does
refer to an existing document. This will allow you to indicate what document
is being amended, and by referring to that document a linkage will be created
in the system.

L 4 Click [Next] to continue.

STEP 8 The Document Category screen displays. (See Figure 2)

N0-50022 E ettha Euth Price Pennell

Please select the category of documents to which your document refers.

answer
appeal

cmp

court

misc
motion
notice
order

plan
trustee ;I

Mext | Clear |

Figure2

L 4 Click to highlight and select the category of documents to which this

Western District of North Carolina-Trustee Training Materials June, 2002



CM/ECF Trustee Training Materials Amended Documents - Page 52

amended document refers. The document being amended in this example
is a Motion for Relief From Stay. That document was docketed by choosing
the Motion category. Therefore, the Motion category will be selected here so
that the system will find and display the Motion to which this amended
document needs to be linked.

L 4 Click [Next] to continue.

STEP 9 A Document List displays.
L 4 A list of documents in the chosen category are displayed.
L 4 Click inside the box next to the document being amended to include

(link) this amended document to the previously filed document.

4 Click [Next] to continue.
L 4 If the document you wish to amend does not display on the list:
L 4 Verify that you are docketing in the correct case.
L 4 Click the browser [Back] button and return to Step 8 to choose a

different Document Category.

Note: You can choose more than one document category at the
same time by holding down the Ctrl key and clicking on various

categories.
4 If necessary, abort the entry and begin again at Step 1.
STEP 10 The Final Docket Text screen displays. (See Figure 3)

EE F Bankruptcy +  Adversary + Query + Reports -« Utilities

Miscellaneous:
00-50022 Eettha Futh Price Pennell

Docket Text: Modify as Appropriate.

Amendment to | {related document(s)[?]) filed by Attormey

Karen Heavner of 401 W. Trade Street on behalf of Green Tree Financial Servicing
Corporation . (Heavner, Attorney)

MMext | Clear |

Figure3

L 4 A supplemental text displays. Type the name of the document being
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STEP 11

STEP 12

amended (in this example: Motion for Relief From Stay).

4 Note that the Docket Text reflects that this Amendment is related to
Document [9], the original Notice that is now being amended through this
entry.

L 4 Verify the accuracy of the Final Docket Text.
4 Click [Next] to continue.

The Final Approval screen displays.

L 4 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct:
4 Click [Next] to continue and officially submit the document.
L 4 If the Final Docket Text is incorrect:
L 4 Click the browser [Back] button to find the error(s) and proceed with
the event.
L 4 To abort the event and begin again, return to Step 1.

The Notice of Electronic Filing screen displays.

4 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

L 4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the docket report for this case.

4 Clicking on the document number hypertext link will present the PDF image
of the application just filed.

L 4 To print a copy of this notice click the browser [Print] icon.

4 To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

L 4 You may also save the notice through the browser File/Save option.
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Bankruptcy Case
Opening

This module will demonstrate the steps to take to open a new bankruptcy case in the CM/ECF
system. Note: If you bankruptcy petition software program provides the auto-upload case feature,
it will not be necessary to enter the information as described in this module, nor to upload the
creditor matrix. This will be auto-uploaded by the bankruptcy program into CM/ECF. Check with
your petition software company to find out if the case upload feature is available.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Bankruptcy Events menu displays.

L 4 Click the Open a BK Case hypertext link.

STEP 3 The Case Data screen displays. (See Figure 1)

EEC F Bankruptcy +  Adversary

Open New Bankruptcy Case

Case Number

Office !Asheville 'I

Date Filed 12/7/2000

Chapter i 7 B i
Joint Petition ! n 'l
Case Type ! bk = I

Deficiencies ln 'l
Nextl Clearl

Figurel
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Note: The Case Number field is blank. A case number for the new case will
be received once all steps have been completed.

L 4 Click the drop down arrow V¥ to reveal the list of Office (division) options.
Click to highlight the correct Office based upon the county shown on page
one of the voluntary petition.

Select the Asheville Office for the following counties:

Avery Haywood Madison Transylvania
Buncombe Henderson Mitchell Yancey

Select the Bryson City Office for the following counties:

Cherokee Graham Macon
Clay Jackson Swain

Select the Charlotte Office for the following counties:

Anson Mecklenburg  Stanly
Gaston Union

Select the Shelby Office for the following counties:

Burke McDowell Rutherford
Cleveland Polk

Select the Wilkesboro Office for the following counties:

Alexander Ashe Catawba Lincoln
Alleghany Caldwell Iredell Watauga Wilkes
4 The current date is displayed in the Date Filed box. This date cannot be

changed. The file date of the petition will be the current date.

L 4 Click the down arrow V¥ to reveal the list of available Chapter options.
(Note: The system defaults to Chapter 13.) Click to select the appropriate
Chapter.

4 Click the down arrow V¥ to reveal the list of Joint Filing options. Note: The

system defaults to ‘n’ for no - meaning this is not a joint (husband and wife)
filing. Accept the default, or click to select 'y’ to indicate that the filing
includes both a male and a female debtor.

4 The Case Type defaults to bk. This is the only option. No action is
necessary.

L 4 Click the down arrow V¥ to reveal the list of Deficiencies options. The
system defaults to ‘n’ meaning there are no deficiencies, and that this new
filing contains all required documents. If any items are missing from the
petition, change the Deficiencies box from ‘n’ to ‘y’.
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Note: If ‘y" (yes) is chosen to indicate there are deficiencies in this filing, a

deficiency screen will be presented later from which the missing items will
be indicated.

STEP 4 The Search for a Party screen displays. (See Figure 2)

EE F Bankruptcy + Adversary +« Query + Rg

Open New Bankruptcy Case

Search for a party

SSN | Tax Id

Last/Business name I|

search I Cleari

End party selection |

Figure2

4 The database must always be searched to see if the debtor(s) exist before
a new party can be added.

L 4 Type the Social Security Number, Tax Identification Number and/or
Last Name or Business Name.

4 Click [Search] to continue.
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Search Hints:

> Enter one field of data for each search.

> Format Social Security Number or Tax ID with
hyphens.

> Searching is case sensitive. (Smith not smith)

> Include punctuation. (O’'Brien)

> Try alternate search clues if your first search is not
successful

> Partial names can be entered

> Wild Cards (*) are not required at the end of search
strings.

> Wild Cards may be used before or within search
strings. (*son, Gr?y)

STEP 5 The Party Search Results screen displays. (See Figure 3)

| EECF B,EIl‘ll‘[l‘ll[Jtl::'l”lI . Aduersarv + Query + Repo

Search for a party

SSN || TaxId |

Last/Business name l

Search | Clearl

Party search results
No person found.

Create new pary

Figure3

*

If the system does not locate the party in the database based, a message will
be displayed: No Person Found.

4 Click [Create new party] to add the debtor into the system.
L 4 Proceed to STEP 6.

If the system does locate the party in the database, a Party search results
screen will display. (See Figure 4)

Click the down arrow V¥ to reveal the entire list of search results. Highlight
the debtor name.

4 Click [Select name from list].
L 4 Proceed to STEP 7.
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HINT: If you are not sure if one of the parties shown on the Party search
results is the debtor you are searching, highlight the name and click [Select
name from list]. You will be able to verify the social security nhumber on the
following screen, and edit the address if required. However, if it is not the
correct party, click the browser [Back] button, then click [Create new party]
and proceed to Step 6.

EE F Bankruptcy + Adversary + Query + Reports

Search for a party

SSN | Tax Id |

Last/Business name l

oearch | Clearl

Party search results
Srmith, Alice -
Stith, James
=mith, Joanne
Srmith, John O
=rmith, John Doe
Srith, Robert Charles =]

select name from list | Create new party
Figure4
STEP 6 The Party Information screen displays. (See Figure 5)
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EECF Bankruptcy + Adversary « Query + Reports .« [Utilities

Party Information
Last name | First name |

Middle name | Generaton |  Title |
sSN [ i TaxID |
Office | Address 1 |
Address 2 | Address 3 |

City | State | Zip |

County | = Comtry |
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4 As shown on the petition, enter the following information:
L 2 Debtor’s Last name.
2 If the debtor is a business, enter the full business name in the

Last Name field. (See Party Text bullet below.)

L 4 Debtor's First name.
L 4 Debtor's Middle name.
L 4 Debtor's Generation, if applicable (Jr., Sr., llI, 11, etc.)
4 Debtor’s Title, if applicable (MD, PHD, etc.)
4 SSN (Social Security Number), or Tax ID (if the debtor is a
business).
L 4 The Office box may be used to indicate the office name of a
business debtor. (This field is used infrequently.)
4 Use Address 1, Address 2 and Address 3 lines to type the debtor's
Phone | Fax |
E-mail I
ProSe !nn vi Raole |De|:m:|r (db:pty) ;I
Party text !
s | SRl Add all aliases before
S 1 clicking the Submit button.
Subrmnit | Cancel | Clearl
Figure5

mailing address as shown on the petition.
L 4 Type City, State and Zip information.

L 4 Note: It is not necessary to enter a country name, unless the
country of the debtor’s residence is not the United States.

4 Click the down arrow V¥ to reveal the list of County options. Click to
highlight the county shown on the petition.

HINT: Type the first letter of the

county name for a faster
search.

Phone, Fax and E-Mail information of the debtor is optional.
The ProSe box automatically defaults to ‘n’ for no, meaning that the
debtor is not representing himself. You will automatically be added

L K 2
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as the attorney for this debtor by the CM/ECF system once the case
is filed.

4 Verify that the Role type of Debtor is highlighted. If not, click the
down arrow V¥ to reveal the list of role type options and select debtor.

L 4 The Party Text box can be used to add additional descriptive nature to the
debtor's name. For example: If the debtor was General Foods Store, a
division of General Motors Corporation, enter. General Foods Store in Last
name field, and enter: a division of General Motors Corporation in Party text
field.

4 If this debtor has any aliases, click [Alias] to enter the alias information.

4 The Alias screen displays. (See Figure 6)

Bankruptcy + Adwversary + Query + Reports « Utilities + Logouf

Alias Information -

| LastBusinessname | Firstname  Middle name Generation| Role
il M | — ==
2l | 1 N [ =
2 I T ==
4 I [ I [ =
5| I | | ==
- Add aliases | Clear | Clickthe &dd atiases button to retum to the Party screen and submit all information for this party.
Figure 6

4 Enter up to five aliases for this debtor.
4 Click the down arrow V¥ to reveal the list of options in the

Role category. They are: aka (also known as), dba (doing
business as), fdba (formerly doing business as) and fka
(formerly known as.

L 4 Click to select the appropriate Role type for each alias
entered.

4 Click [Add aliases] to submit.

L 4 If you make a mistake during the addition of aliases,
click [Clear] to begin again.

4 If you have more than five aliases to add for this
debtor, click [Add aliases] to add the first five. Then
click [Alias] again to submit additional aliases. This
may be done as often as necessary until all aliases
are added to the system.
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STEP 7 The Party Information screen displays again.
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4 Verify the debtor information shown.

4 Once all debtor and alias information has been added, click [Review] to
review the alias information for this debtor. (See Figure 7)

EECF Bankruptcy + Adversary + Query + Reports

Attornev(s) added:

Mone added.

Ahas(s) added:
WV Megahorn, Ima (aka)

Return to Pardy screen l Clearl Uncheck to remove from list.

Figure?7

2 You will see the aliases that have been added.

Note: This is where you must delete an incorrectly entered Alias. An alias
cannot be edited. If there is anything incorrect about the alias entry, delete
it here by clicking [Clear] to remove all checked aliases. Then select
[Return to Party screen], and click [Alias] to re-enter the correct alias
information.

L 4 You will note that in the Attorney(s) added: section this message None
added. will display. CM/ECF knows who you are, based upon your attorney
login, and will add you as the attorney for the debtor.

4 Click [Return to Party screen] to continue.
L 4 When all the information is correct, click [Submit] to continue.
STEP 8 The Search for a Party screen displays again.

L 4 Click [End party selection].

L 4 If ‘y for Joint was selected on the Case Data screen, the Joint Debtor
screen will display. Repeat Steps 4 through 7 for the Joint Debtor.

Western District of North Carolina-Trustee Training Materials June, 2002



CM/ECE Trustee Training Materials Bankruptcy Case Opening - Page 64

Note: If this is a joint filing but was not indicated as such, or if this was

inadvertently marked as a joint filing and there is no joint debtor, return to
Step 1 and begin again.

L 4 Once the Joint Debtor has been added to the case, click [End party
selection] in the Search for a Party screen and proceed to Step 9.

L 4 If you indicated the filing was not joint, proceed to Step 9.

STEP 9 The Statistical Data screen displays. (See Figure 8)

EE F Bankruptcy + Adversary + Query =+ Reports « Utilities +« Logout
Open New Bankruptcy Case

Type of debtor W Individual T Corporation [ Partnership [ Other
[T Ralroad I Stockbroker T Commeodity Broker

Fee status iCredit Card v|

Asset notice |Yes -
Nature of debt icnnsumer 'i
Estimated number of creditors |1-15 -
Vohmtary i\rnluntary 'I
Estimated assets I$EI-$5EI,DEID =]
Origin | Original =] l 3]
Estimated debts |%0-$50,000 -
Date spht/transfer I
Nextl Clearl
Figure8
4 Indicate the Type of Debtor by clicking inside the appropriate box(es).
L 4 Click the down arrow V¥ to reveal the list of options in the Fee Status

category. Credit card is the default. Other options are Installments and Paid.

4 Select Installments if an application to pay filing fee in installments
is attached to the petition.

L 4 Otherwise, select Credit Card.
Note: Do not select Paid. This option is for Court use only.

4 Click the down arrow V¥ to reveal the list of options in the Type of Debtor
category. The default is Consumer. The other option is Business.
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L 2

*

L 2

Click the down amow V¥ to reveal the list of options in the Voluntary
category. The default is Voluntary, indicating the petition is a voluntary filing.
The other option is Involuntary.

Click the down arrow V¥ to reveal the list of options in the Origin category.

The default Origin code is Original. Other values are: First Reopen, Second
Reopen, Third Reopen, Split or Inter-District Transfer. No action is
necessary if this if the first filing, the default value of Original is correct.

Date Split/Transfer is used when a joint debtor splits from the original case
or if a case is transferred to or from another district. Leave this field blank.

Click the down arrow V¥ to reveal the list of options in the Asset notice
category. The default is y for yes.

L 4 If the filing is a Chapter 9, 11, 12 or 13 petition, accept the default y -
for an asset case.

4 If the filing is a Chapter 7 petition, click to highlight n - for a no asset
case.

Click the down arrow V¥ to reveal the list of options in the Estimated
Creditors category. Click to select the correct range.

1-15

16 - 49
50-99
100 -199
200 - 999

OO0 00

Click the down arrow V¥ to reveal the list of options in the Estimated Assets
category. Click to select the correct range.

Under $50,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1,000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
More than $100 million

YYYVYVYVYVYY

Click the down arrow V¥ to reveal the list of options in the Estimated Debts
category. Click to select the correct range.
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STEP 10

STEP 11

STEP 12

STEP 13

*

Under $50,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1,000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
More than $100 million

YYYVYYVYYVYY

When all options are correctly selected, click [Next] to continue

If y for Deficiencies was selected on the Case Data screen, the Deficiency List
screen displays.

*

*

Select each item that is not included with this petition.  The items chosen
will be reflected in the Final Docket Text.

Note: The Court will issue a deficiency notice.

Click [Next] to continue.

The PDF Document Selection screen displays.

*

*

Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it and associate it with the
docket entry.

The Attachments to Documents option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there are
attachments. (Refer to module: Attachments to Documents).

Note: If you wish to view the image before associating it with the docket

entry to werify that you have chosen the correct file, first right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

Click [Next] to continue.

A Deadline Notice screen displays if the case was designated as having
deficiencies.

*

*

If this petition was inadvertently marked as having deficiencies, abort the
transaction by clicking on the Bankruptcy hypertext link and begin again at
Step 1.

Click [Next] to continue.

The Receipt screen displays. (See Figure 9)
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EECF Bankruptcy + Adversary + Query + Reports « Utilities
Open New Bankruptcy Case

The fitng "Voluntary Petition Under Chapter 7" requires a fee, please enter the recetpt number and amount paid.

Beceipt # [ Fee £ 200

Mt | Cleat |

Figure9

4 Type CC in the Receipt Field. This indicates that the filing fee for the petition
will be paid through the attorney credit card on file with the Court.

L 4 Click [Next] to continue.

STEP 14 The Final Docket Text screen displays. (See Figure 10)

‘ EECF Bankruptcy  +  Adversary + Query -« Reports « Utilities
Open New Bankruptcy Case

Docket Text: Modify as Appropriate.
Voluntary Petition Under Chapter 7. Schedules A-J due 1/572001. (Heavner, Attorney)

Figure 10
L 4 Verify the accuracy of the Final Docket Text. This is what will print on the
docket sheet.
4 Click the browser [Back] button to find the error(s) and proceed with the
event.
STEP 15 The Final Approval screen displays. (See Figure 11)
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EECF Bankruptcy + Adversary + Query + Reports -« Utilitie
Open New Bankruptcy Case

Docket Text: Final Text
Voluntary Petition Under Chapter 7. Schedules A-J due 1/5/200]1. (Heavner, Attorney)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue

Figure 11
Verify the Final Docket Text. Read the warning message.
If the Final Docket Text is correct:
4 Click [Next] to continue and officially submit this document.
L 4 If the Final Docket Text is incorrect:
L 4 Click the browser [Back] button to find the error(s) and proceed with
the event.
4 To abort or restart the transaction, return to Step 1 and begin again.
STEP 16 The Notice of Electronic Filing screen displays.
4 The Notice of Electronic Filing is the verification that the filing has been filed

electronically in the court's database. It certifies the that document is now an
official court document.

L 4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

4 Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

L 4 To print a copy of this notice click the browser [Print] icon.

4 To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

L 4 You may also save the notice through the browser File/Save option.
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4 A hypertext link for the Notice of Bankruptcy Case Filing appears at the top
of this notice. Clicking on this hypertext link reveals a notice summarizing the
pertinent details and participants of this case.

Note: Proceed next to upload the creditors. See module: Uploading a
Creditor Matrix for more information.

Note: If you wish to view the judge, trustee and 341 information for the
case just filed, click Bankruptcy on the CM/ECF Main Menu Bar, then click
on the Judge/Trustee Assign link. The information for the case(s) will display
on the screen.
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Uploading a Creditor Matrix

A creditor matrix contains creditor names and their mailing addresses. This information is used for
noticing and claims information. The creditor matrix must be in a .txt file format before it can be
successfully uploaded. (All other file types within CM/ECF will be PDF files.)

The process of uploading a list of creditors into the CM/ECF system is illustrated below. A creditor
matrix will be uploaded for each case immediately following the electronic case opening.

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.

The Bankruptcy Events screen displays.

*

Click the Creditor Maintenance hypertext link.

The Creditor Maintenance screen displays.

*

Click the Upload a creditor matrix file hypertext link.

The Upload a File screen displays.

*
*

Enter the case number in yy-nnnnn format.
Click the [Next] button to continue.

The Load Creditor Information screen displays.

*

L 2

Verify the case number displayed.

If the case number is incorrect, click the [Back] button to re-enter the case
number.

Note: If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again. You may use the
browser [Back] button at any time during this process to verify
former screens until the final submission.

Type in the full path of the folder (directory) and filename where the creditor
matrix file is located.

OR

Use [Browse] to navigate to the appropriate folder and select the creditor
matrix file. To do this:

4 Click the [Browse] button to display the File Upload screen.
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Change Files of type: to All Files (*.*).

Click in the Look In box, and select the appropriate drive name.

Double-click on the correct folder name to open the folder.

* & o o

Double-click to the appropriate filename to select the matrix.

Note: For quality assurance, with the matrix filename highlighted,
you may right click and select Open on the drop down menu. This
will allow you to view and verify the matrix file chosen as correct.

L 4 Close the matrix by clicking the “X” in the upper right-hand corner.

4 If changes were made, choose Yes when prompted “Do you want to
save changes?”

4 Click the [Open] button in the File Upload screen to associate the
matrix file to the bankruptcy case.

L 4 Click [Next] to continue.
STEP 6 The Total Creditors Entered screen displays.

L 4 The total number of creditors shown on this screen must be the same as the
number of creditors shown on the paper matrix which was imaged and
included with the electronically filed petition. If the Total Creditors Entered
amount is correct, click [Submit] to finalize the transfer of creditors.

4 If the creditor total is incorrect, return to Step 1 to begin again.
STEP 7 The Creditor Receipt screen displays.
4 The case number and total number of creditors added to the database are
confirmed.
STEP 8 Click the Return to Creditor Maintenance Menu hypertext link if you have additional

creditor matrices to upload for other new bankruptcy filings, and repeat steps 4 - 6
for each additional creditor matrix.
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SHORT STEPS

Step 1 Click Bankruptcy

Step 2 Click Creditor Maintenance

Step 3 Enter Case Number

Step 4 Verify and Select Matrix Text File
Step 5 Verify Number of Creditors Submitted
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Plans

This module demonstrates the steps to follow to file a plan. In CM/ECF, plans are docketed as
separate events, even if filed simultaneously with a voluntary petition, as is often the case in Chapter
13 filings. Although this module specifically shows a Chapter 13 plan, the same steps would be
followed to file a Chapter 11 Disclosure Statement, Chapter 11 Plan or Chapter 12 plan.

Chapter 13 Plan

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Bankruptcy Events screen displays.

4 Click the Plan hypertext link.

STEP 3 The Case Number screen displays.
L 4 Type the case number in yy-nnnnn format.
4 Click [Next] to continue.
STEP 4 The Document Selection screen displays. (See Figure 1)
SECF
Bankruptc
File a Plan

01-10423 Ricky Cardd Burrsll

Chapter 11 Disclosure Staterment ;l
Chapter 11 Flan
Chapter 12 Plan

‘Chapter 13 Plan

NE}dl Clear
Figurel
L 4 Verify the case number and case name.
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STEP 5

STEP 6

L 2

L 2

If the case number and name do not match your document, click the browser
[Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again. You may use the
browser [Back] button at any time during this process to verify
former screens until the final submission.

Use the down arrow V¥ to the right of the box to scroll through the Event Type
list to select the document to be filed. Click to highlight Chapter 13 Plan.

Click [Next] to continue.

The PDF Document Selection screen displays.

*

*

Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it and associate it with the
docket entry.

Note: If you wish to view the image before associating it with the docket
entry to verify that you have chosen the correct file, first right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there are
attachments.  (Refer to module: Attachments to Documents for more
information).

Click [Next] to continue.

The Final Docket Text screen displays. (See Figure 3)
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EE F Bankruptcy Adversary

File a Plan:
D1-10423 Ricky CSard Burrsll

Docket Text: Modify as Appropriate.

[ ~ | Chapier 13 Plan [rec. ]

Ne;-rtl Clear I

Figure3

L 4 A prefix box is available to add more detail to the docket text if required.

Click the down arrow V¥ to display the prefix options. Options to choose
from are:

[none]
Agreed
Alias
Amended
Emergency
Ex Parte
Scheduled with urgency
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party
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L 4 Verify the accuracy of the Final Docket Text.
4 Click [Next] to continue.

STEP 7 The Final Approval screen displays. (See Figure 4)

File a Plan:
01-10423 Ricky Carcl Burrsll

Docket Text: Final Text
hapter 13 Plan [rec. )

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear |

Figure4

2 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct:

4 Click [Next] to continue and officially submit the document.

2 If The Final Docket Text is incorrect:

2 Click the browser [Back] button to find the error(s) and then
proceed with the event.

L 4 To abort or restart the transaction, return to Step 1 and begin
again.

STEP 8 The Notice of Electronic Filing displays.
L 4 The Notice of Electronic Filing is the verification that the filing has been filed
electronically in the court’'s database. It certifies the that document is now an

official court document.

L 4 Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

4 Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

L 4 To print a copy of this notice click the browser [Print] icon.
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4 To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

L 4 You may also save the notice through the browser File/Save option.
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Adversary Proceeding
Case Opening

Opening an adversary proceeding involves entering the necessary information regarding the plaintiff
and defendant, along with basic statistical data. The lead event (usually the complaint) is
incorporated into this process and will not need to be docketed separately. This module
demonstrates the steps to take to open an adversary proceeding in CM/ECF.

STEP 1 Click the Adversary hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Adversary Events screen displays.
4 Click the Open an AP/MP Case hypertext link.

STEP 3 The Case Data screen displays. (See Figure 1)

SECF

Bankruptcy + Adwversary ¢ Query + Reports « Utilities « Logout

Open Adversary/lMP Case

Case Number

Office
Date Filed
Case Type
Complaint
Figurel
*
¢
*
¢
*

[Eharctie ]

10/27 /2000

d

p

i

Note that the case number field is inaccessible. A case number will be
received after the transaction has been completed.

Click the down arrow V¥ to reveal the list of Office (division) options. Select
the same division to which the related base case is assigned.

The current date is displayed in the Date Filed field. This date cannot be
changed.

Click the down arrow V¥ to reveal the list of Case Type options. Choose
either ap for adversary proceeding or mp for miscellaneous proceeding.

Click the down arrow V¥ to reveal the list of Complaint options: either y for
yes or n for no. This field signifies the lead event for this proceeding. If filing
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something other than a complaint, such as a Notice of Removal, change the

yton.
STEP 4 The Search Party screen displays.
L 4 Enter a social security number, tax identification number, or last/business

name to search for the party to be added to the case. It is recommended
that you add parties to the case in the following order: Plaintiffs, defendants,
then interested parties/other as applicable.

L 4 Click [Search] to continue.

STEP 5 The Party Search Results screen displays. (See Figure 2)

Search for a party

SSN || Tax Id |

Last/Business name l

Search | Clearl

Party search results

Jones, James = |
Jones, Peter Paul

Jones, Sally
Jones & Jones,
Jdones, Inc.,
=
Select name from list Create new party
Figure2

L 4 If the system finds the correct party, highlight the party’s name in the Party
Search Results window, and click Select Name from List to add the party
to the case, (See Figure 2) and then proceed to Step 6.

OR

L 4 If the system does not find the party with the search criteria entered, it will
display a message No person found. (See Figure 3)

2 Click Create New Party to add the party to the case.
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Bankruptcy +  Adversary

Query + Reports -+ Utilities

SECF

Search for a party

SSN |

Search | Clear

Tax Id I

Last/Business name I

o person found

Party search results

Create new party

Utilities

Figure3
STEP 6 The Party Information screen displays. (See Figure 4)
EECF Bankruptcy + Adversary + Query + Reports -«
Party Information
James Jones SSIN: 192302055
Office | Address 1 [4321 Ok Coral Lane
Address 2 ! Address 3 |
City |Charlotte State [uc  Zip [zs20z
County iMeckIenburg _v_i Country I
Phone l Fax |
E-mail l
ProSe |ro = Role IF'Iaintiﬁ {pla:pty)
Party text I
3 7 Add all attorneys and aliases before
Aftorney.. | Al|as...| Rewiew. .. |c]icl=:ingthe$ubmitbuttu:un.
submit I Cancel i Clearl
Figure4
Note: if you have selected a party from the party list, you will not be able to
change the social security numberftax id number field; however, you will be
able to modify other field information.
L 4 Enter or werify the party name. Remove party information (if any) such as

address and county. The plaintiff is represented by counsel, and thus no
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address information should be entered.

Important: Specify applicable [Role] type, Plaintiff, Defendant, etc. The
system will default to “debtor” and must be changed to reflect the correct
party role for the party currently being added.

4 Click [Attorney] if you are representing the party being added.
4 Enter your last name or bar id number.
L 4 Click [Search] to continue.
L 4 The Attorney search results screen displays.
4 Click to highlight the attorney name.
4 Click [Select name from list] to continue and add yourself
as the attorney for the party.
Note: if you are representing multiple parties, you will need to add
yourself as the attorney for each plaintiff-party you are representing.
The Party Information screen displays again.
Add aliases, if any, by clicking the [Alias] button.
4 Review information by clicking the [Review] button to verify the information
for the party being added.
L 4 When all information is correct, click [Submit] to add the party to the case
and database.
4 The Party Information screen displays again.
REPEAT Steps 4, 5 and 6 until all Plaintiff(s), Defendant(s) or other
interested parties have been added to the system. Note: When adding
a defendant, DO NOT associate an attorney for the defendant. An
attorney for a defendant will be added to the case upon the filing of an
answer. If the defendant is a debtor, be sure to also remove the debtor
address information in the same manner as was done for the plaintiff.
4 Once all partes hawe been added to the system, click [End Party
Selection].
STEP 7 The Adversary Statistical Data screen displays. (See Figure 5)
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SECF

Bankruptcy + Adversary + Query + Reports + Utilities + Logout

Open AdversarylMP Case

Party code
Nature of suit
Origin

Transfer date

us Parly in the case

|424 (ObjiRevocation Discharge Y277 E
original proceading =

Rule 23 (class action) |n_i

Jury demand

Demand ($000)

Hed|  cear]
Figure5
2
2

Click the down arrow V¥ to reveal the list of Party Code options. If the U.S.
is a plaintiff or a defendant in this adversary proceeding, click to highlight the
correct party code to so indicate. If the U.S. is not a plaintiff or defendant in
your case, accept the default US is not a party to the case.

Click the down arrow ¥ to reveal the list of Nature of Suit options. Click to
highlight the nature of suit that applies to the instant case. Only one Nature
of Suit option can be selected. However, there will be a supplemental text
box window in the Final Docket Text screen in which to type the Nature of
Suit(s) the pertain to this filing.

Important Note: If there is more than one Nature of Suit and one is
objection to discharge (727), choose 424(obj/Revocation Discharge 727)
here. This will place a flag on the base case to note that an objection to
discharge exists in the case.

426 (Dischargeability 523) M
424 (ObyHevocation Discharge 727
425 (Dischargeability 523)
434 {Injunctive Relief]

435 (Walidity/Priority/Extent Lien)
454 (Recaver Maoney/Praperty)
455 (Revoke Plan Confirmation)
456 (Declaratory Judgment)

457 (Subordinate Claim/Interest)
458 [Appraval For Sale)

458 fApplication For Hemoval)
4595 (Other Action)
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L 4 Click the down arrow V¥ to reveal the list of Origin options. Click to highlight
and select the appropriate origin for the case being filed. The Origin field
defaults to original proceeding. Other values are:

T

rernoved from state

rernand from appel ct

reinstated/reopened

transferred

multidistrict litig
Enter a Transfer Date if applicable.
Click the down arrow V¥ to reveal the list of Rule 23 (Class Action) options.
The default is n for no. If the adversary being filed is a Rule 23 (Class Action)
proceeding, change the default to y.

L 4 Click the down arrow V¥ to reveal the list of Jury Demand options. Those
options are Both, Defendant, None or Plaintiff. The system defaults to none.
If you are requesting a jury trial in your attached complaint, so indicate in this
field.

L 4 Demand: If there is a dollar demand in the complaint, enter the ($000)
amount to the nearest thousand (i.e. for a demand of 5,000 enter 5, leave off
the 000). Note: DO NOT use dollar signs or commas.

4 Click [Next] to continue.

STEP 8 The Related Cases screen displays. (See Figure 8)

Lead case number “

Association type lﬂ«dversary :_I
et Clear I
Figure8
4 Enter the Lead Bankruptcy Case Number (Base Case Number) in yy-
nnnnn format.
L 4 The Association Type field defaults to adversary. Click the down arrow V¥

to reveal the list of other Association Type options:

Adversary, Objection to Discharge of Debt
Adversary, Objection to Discharge of Debtor
Adversary
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Consolidated
Deconsolidated

Jointly Administered
Related

L 4 Click to highlight and select the appropriate Association Type.

Important Note: If there is more than one Nature of Suit and one is
objection to discharge (727), choose Adversary, Objection to Discharge of
Debtor here. This will place a flag on the base case to note that an objection
to discharge exists in the case.

L 4 Click [Next] to continue.

Note: If the system prompts that the base case number entered is not a
valid case, click the [Back] button and re-enter the case number.

STEP 9 The PDF Document Selection screen displays.

4 Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to select it and associate it with this
docket entry. Be sure to include the pdf image of the adversary proceeding
cover sheet.

Note: If you wish to view the image before selecting to be sure you have
chosen the correct file, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image in Adobe
Acrobat, then close Adobe Acrobat when you have finished viewing the
image.

L 4 The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there are

attachments.  (Refer to module: Attachments to Documents for more
information).

Note: When an adversary is filed electronically, the court issues an
electronic summons. Therefore, it is not necessary to include with the filing
an image of an unissued summons or to make a docket entry to send an
unissued summons. The summons will be available in several days from
the docket report and the Bankruptcy Noticing Center will also send a copy
of the summons to the attorney.

L 4 Click [Next] to continue.

STEP 10 The Fee Information/Nature of Suit screen displays. (See Figure 9)
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MMext |

Open Adversary/MP Case

The fitng " Complant by agamst " requires a fee, please enter the recempt mumber and amount paid.
Receipt # | Fee §: 150"

Enter Nature Of Suit And Description In Doclket Text
Clear |

Figure9

STEP 11

In the Receipt Field, type CC for credit card. If the trustee is deferring the

fee, type DEF in the receipt field. If the fee is not applicable {.e. the debtor

and the plaintiff are the same party and the base case is a Chapter 7 filing),
type NA in the receipt field.

Note: If the Trustee is deferring the fee, after opening the adversary case,

click the Adversary hypertext link. Click the Summons/Complaint hypertext
link. Docket the event: Affidavit of Trustee-Plaintiff of Deferred Filing Fee.

A system message appears: “Enter Nature of Suit and Description in

Docket Text” to remind you to add these items to the Final Docket Text
window which will appear on the next screen.

The Final Docket Text screen displays. (See Figure 10)

Open Adversary/MP Case

Docket Text: Modify as Appropriate.

Agreed
Alias
Amended
4{Emergency
Ex Parte

Fifth
Final
First

Figure 10

L 2

Scheduled with urgency

_:] Complaint ["kJjecting to discharge by Walter D. James

A supplemental text box window and a prefix box are available to add more
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detail to the docket text.

»  Click the down arrow V¥ to display the prefix options.
Options to choose from are:

[none]
Agreed
Alias
Amended
Emergency
Ex Parte
Scheduled with urgency
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party

* A supplemental text box window is provided in which to type the nature
of the suit(s).

»  Verify the accuracy of the Final Docket Text.
e Click [Next] to continue.
STEP 12 The Final Approval screen displays.
4 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct:
€ Click [Next] to continue and officially submit document.
4 If the Final Docket Text is incorrect:

€ Click the browser [Back] button to find the error(s) and proceed with the
event.

€ To abort or restart the transaction, return to Step 1 and begin again.

STEP 13 The Notice of Electronic Filing screen displays.
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*

The Notice of Electronic Filing is the verification that the filing has been filed
electronically in the court’'s database. It certifies the that document is now an
official court document.

Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

You may also save the notice through the browser File/Save option.
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Attachments to
Documents

This module demonstrates the steps to take when an electronically filed document has
attachments. This would occur most frequently when a document (such as a motion, for example)
was typed in word processing and converted to PDF format, but there were additional exhibits to
be included with the filing. In that instance, there would be more than one PDF file; the document
itself converted to PDF format in the word processor, and one or more attachments scanned and
saved in PDF format separate from the main document.

Attachments to Documents

STEP 1 Scan the attachment(s) and convert to PDF format. (See module: Converting

Scanned Documents to PDF Format Using Adobe Acrobat Software for additional
information.) If you have multiple exhibits to attach to a document, you can scan
them all at the same time and save them under one PDF filename.

STEP 2 During the docketing process, the PDF Document Selection screen displays.
(See Figure 1)

EE F Bankruptcy + Adversary + Query

File a Motion:
00-50022 Eettha Euth Price Pennell

=elect the pdf document (for example: CA19%9cw301-21 pdE).

Filename

" Browse... |

Attachments to Document: ® o © Yes

Mext | Clear |
Figure 1
4 Click [Browse], then navigate to the directory where the appropriate PDF file

is located for the main document. Double-click the PDF file to select it and
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associate it with the docket entry.
Note: If you wish to view the image before associating it with the docket

entry to verify that you have chosen the correct file, first right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

2 The Attachments to Document radio button defaults to No. Click to select
Yes.

L 4 Click [Next] to continue.

STEP 3 The Attachments to Document screen displays. (See Figure 2)

L 4 In Section 1), click [Browse], then navigate to the directory where the
attachment PDF file is located for the main document. Double-click the
PDF attachment file to select it and include it with the main document for
this docket entry.

Select ome or more attacments.
It Enber the pll d oo maent that ¢ sncans amachment (fer example: C2p p e oo ek

Tlenane

1 Bromsze...

&1 A your opiot. relect a docuscnt trpe andior enter a Sesciipisn

Type Dresicriplion

| H |

1 Add Him Zlenams o 7am list s belawr TEwmon boasre mcrs stachme s, go kack te Stege 1T When S izt 27 Sena s i3
cowgalese, cdcke ow the Hess bubbow

Addtalist |
j Hzr-ovs flom L= |
lvpest
Figure 2
STEP 4 The attachment PDF filename now displays in Section 1). (See Figure 3)
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EE F Bankruptcy + Adversary + Query + Reports

Select one or more attachmments.

13 Enter the pdf document that contans attachrment (for example: Clappendo pdf).

Filename
|£:4PDF files\ntocl1i7.pds . Browse...
Figure 3
L 4 Section 2) allows for descriptive information about this attachment.

4 Click on the down arrow V¥ to reveal the list of options in the Type
category. (See Figure 4)

21 At wvour option, select a document type and/or enter a description.
Tvpe Description
7 ; % below. If vou have more attachments, go back
Appendix
QList of 20 Largest Creditors o1l
Exhibit
Index
Adffidavit st |
Revision
achedule
Supp|ement from List |
Wolume(s)
Froposed Order
Figure 4
4 Click to highlight a Type if appropriate for this attachment, or
leave blank.

L 4 Click inside the Description field to type the name of the
attachment(s). As examples: Deed of Trust and Promissory Note;
or Security Agreement (if only one attachment is included).

L 4 Click [Add to list] to include the attachment in the docket entry.

STEP 5 The Attachment Filename displays in Section 3). (See Figure 5)
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20 Add the filename to the list box below. If vou have more attachments, g
complete, click on the IMext button.

HAPDF files\nte 117 pdf =]

Addto List |
Ll Femove from List |
Mext |
Figure 5
L 4 If the attachment filename displayed is incorrect, click to highlight the
filename, then click Remove from List.
L 4 If there are additional attachments to include, repeat Steps 3 and 4 until all
attachments are displayed in Section 3).
4 When all attachments are displayed in Section 3), click [Next] to
continue.
L 4 Proceed to docket the remainder of the event as usual.
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Monthly Calendar Report

There are three basic calendars available in the CM-ECF system: The Monthly Calendar which
provides a snapshot of the Court's entie monthly activity; the Daily Calendar, which provides a
standardized schedule by day; and Calendar Events, which is a variation of the Daily Calendar with
more extensive options. (See also Modules: Daily Calendar and Calendar Events.) This module
will demonstrate the steps to follow to print a Monthly Calendar Report.

STEP 1 Click the Reports hypertext link on the CM/ECF main menu.
\STEP 2 The Reports screen displays.

L 4 Click the Calendar - Monthly hypertext link.

STEP 3 The Report Selection Options screen displays. (See Figure 1)

EECF Bankruptcy +  Adversary +« Query + Reports -« Utilities

Calendar Report

Case number |

Judge Office Chapter
Hcdges, George Asheville (1] 7
Waitley, J. = Brysan City (2) =] 3
DEH[“]_HES’I ’ ™ Include tzrminaed deadlineshhearings
lleﬂljngs Al Deadlines I-Iﬂ'“l de % lrerd
All Hearirgs j ~lUGE WEEKELGS
Month IJaﬂuarj,r 'I
Year |2|:||:|1
Fu1 Report | Clear |
Figure 1
L 4 Type the case number in yy-nnnnn format. Although a Monthly Report can

be produced on a case-by-case basis, this is not a required field. Leaving
the case number blank will produce a Monthly Report of all cases for the
Judge, Office, Chapter and Deadline/hearings selected.
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L 2

The Judge category defaults to ‘blank’ which means ‘all’ Judges will be
included in the Calendar Report. If you wish to limit the report to a specific
Judge, click the down arrow ¥ to find and select the Judge. You may select
more than one Judge by holding down the [Ctrl]] key and clicking on
additional Judge names.

The Office category defaults to ‘blank’ which means ‘all Offices will be
included in the Calendar Report. If you wish to limit the report to a specific
Office, click the down arrow ¥ to find and select the Office. You may select
more than one Office by holding down the [Ctr]] key and clicking on
additional Office names.

The Chapter category defaults to ‘blank’ which means ‘all Chapters will be
included in the Calendar Report. If you wish to limit the report to a specific
Chapter, click the down arrow V¥ to find and select the Chapter. You may
select more than one Chapter by holding down the [Ctrl] key and clicking on
additional Chapter numbers.

The Deadlines/Hearings category defaults to ‘blank’ which means ‘all
deadlines and hearings will be included in the Calendar Report. If you wish
to limit the report to specific types of Deadlines and Hearings, click the down
arrow V¥ to find and select the types of Deadlines and Hearings to display on
the Calendar Report. You may select more than one type of
Deadline/Hearing by holding down the [Ctrl] key and clicking on additional
options.

The option to Include Terminated Deadlines/Hearings is not selected.

The report will not show terminated deadlines and hearings. If you wish to
include them in the Calendar Report, click the radio box to place a
checkmark in this option.

Note: This option is available to show past activity. If this feature is selected,

all terminated or satisfied schedules will display in red and include the date
satisfied or terminated.

The option to Include Weekends is not selected. The report will not show
weekend days. If you wish to include weekend days in the Calendar Report,
click the radio box to place a checkmark in this option.

The Month category defaults to January. Click the down arrow V¥ to find
and select the month for the Calendar Report.

The Year category defaults to 2001. Accept the default or type a different
year.

Note: Press [Clear] to start over with the system defaults and begin
selecting options again.
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4 When all Report Selections Options are correct, click [Run Report].

STEP 4 The Calendar Report displays. (See Figure 2)

00-1224% Zecree Ssephanopolous
August 2000
Mundny Iumhr chnnsday Th‘u.tsdﬂf Fnduy
|_ - Okqzz1ons Due - I_ (0728 - Show
R_E Dioc #1, Oeder to gfjause Heanng - EE:
\Show Canse Dec #1; Order to
\Saow Caaze
Figure 2
L 4 If the Calendar Report was run for one case only, the case name and
number will appear at the top left of the report in the form of a hypertext link.
Clicking on the link will display the Docket Report for the case.
4 A Hearing Event shows the hearing time and related issue being heard.

(See Figure 3)

M Cage:
D0-30045 Sonny's
House of Pancalkes
02:00 PM - Heanng -
EE: & Iotion to
Ahandon Property
(fee)
Figure 3

4 Clicking on the case name/case number hypertext link will display the
Docket Report.

L 4 Clicking the Document Number hypertext link (8, in this example) will
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display a copy of the PDF image for the document: Motion to
Abandon Property.

2 A Deadline Event shows the deadline and the event that created the deadline.
(See Figure 4)

I Case:

Q0-10002-2rh Snvdley
Crooked Whiplash -
wtatus Due - EE: 1
Woluntaty Petition Under
Chapter ¥
Figure 4

4 Clicking on the case name/case number hypertext link will display the
Docket Report.

L 4 Clicking the Document Number hypertext link (1, in this example) will
display a copy of the PDF image for the document: voluntary Petition
Under Chapter 7. This is the document that created the deadline:

Status Due.
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Daily Calendar Report

There are three basic calendars available in the CM-ECF system: The Monthly Calendar which
provides a snapshot of the Court’s entire monthly activity; the Daily Calendar, which provides a
standardized schedule by day; and Calendar Events, which is a variation of the Daily Calendar with
more extensive options. (See also Modules: Monthly Calendar and Calendar Events.) This module
will demonstrate the steps to follow to print a Daily Calendar Report.

STEP 1 Click the Reports hypertext link on the CM/ECF main menu.
STEP 2 The Reports screen displays.

L 4 Click the Calendar - Daily hypertext link.

STEP 3 The Report Selection Options screen displays. (See Figure 1)
Daily Calendar
Case number | Judge

Hodges, George E.
whitley, J. Craig =]

Date |4/158/2001 Calendar | Classl j

Location =

Sort by IJudgE vI
I j"

Fun Repor | Clear |
Figurel
4 Type the case number in yy-nnnnn format. Although a Monthly Report can

be produced on a case-by-case basis, this is not a required field. Leaving
the case number blank will produce a report of all cases for the Judge, Date,
Class and Location selected.

L 4 The Judge category defaults to ‘blank’ which means ‘all’ Judges will be
included in the Calendar Report. To limit the report to a specific Judge, click
the down arrow V¥ to find and select the Judge. Select more than one Judge
by holding down the [Ctrl] key and clicking on additional Judge names.
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L 2

The Date category defaults to the current date. Enter the desired calendar
date.

The Class category defaults to ‘blank’ which means ‘all’ Classes will be

included. The Daily Calendar Report may be limited to include only
appointments, deadlines or hearings. However, if the search is limited, only
one Class may be selected.

The Location category defaults to ‘blank’ which means ‘all’ Locations will be
included in the report. To limit the report to a specific Location, click the
down arrow V¥ to find and select the Chapter. However, if the search is
limited, only one location may be selected.

The Sort field allows the report to be sorted by Judge and then Location, or
Location and then by Judge.

Note: Press [Clear] to start over with the system defaults and begin
selecting options again.

When all Report Selections Options are correct, click [Run Report].

T.8. Bankruptey Cowrt
Western Lastrict of Morth Caroelina
Taily Calendar Report for 4/18/2001

Judgs: Hodees, Georse R.

1-Mam Conrtroom Lirst loor

0a:c0 AL 2E-2122% Pae “rze Foode, [nc. and Fosiran Stame Zearnp Updste Hearto Dizadlins

a0 A

ON-F0029 Zoet ] Ancer and ™ Theresa T ea-ng BT Toar £37%: Notier Fr eliefiom

A Stay (Tee)

00-2 0069 Tusk it e onal TTosmmal oF

“torttrecterr. Dottt O Eearng FE: Doc #1417, Lfedon (Cther)

Q1-01005 L & 10 Flaskes L, v ‘We=averet al Learng Kl Doc &, Beton (Ciherd

Figure2

Feang BE: Dioc £8, Mlotion 10thern

STEP 4 The Daily Calendar Report displays. (See Figure 2)

*

For each case shown on the calendar, a hypertext link appears. Clicking the
link will display the docket report for the selected case.
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Calendar Events Report

There are three basic CALENDARS available in the CM-ECF system: The Monthly Calendar
which provides a snapshot of the Court’s entire monthly activity; the Daily Calendar, which provides
a standardized schedule by day; and Calendar Events, which is a variation of the Daily Calendar
with more extensive options. (See also Modules: Monthly Calendar and Daily Calendar.) This
module will demonstrate the steps to follow to print a Calendar Events Report.

STEP 1 Click the Reports hypertext link on the CM/ECF main menu.
STEP 2 The Reports screen displays.

L 4 Click the Calendar Events hypertext link.

STEP 3 The Report Selection Options screen displays. (See Figure 1)
Calendar Events

Case number |

Judze Dffice o Chapter
Hodgos, Goorgo H. Bryzan Uity 12 ¢
weitlay, ). Crsiy 7] Chedote (31 7] s =
Calendar [EA[RS <] Date |a+f ETENRT al
events |4l &ppaintirents — ﬂl
341wl ny 2 © Beoth © AL © P
Tire | T AM T PM
Event subzet | j
Salec: Rapcnt Hesdes | Zelact a Prawiovely Creazed Eeport
sort l.'l_,_"l" T e TI
Sun Roport I ~lecr
Figurel
L 4 Type the case number in yy-nnnnn format. Although a Monthly Report can
be produced on a case-by-case basis, this is not a required field. Leaving
the case number blank will produce a report of all cases for the criteria
selected.
4 The Judge category defaults to ‘blank’ which means ‘all'’ Judges will be

included in the Calendar Report. To limit the report to a specific Judge, click
the down arrow ¥ to find and select the Judge. Select more than one Judge
by holding down the [Ctrl] key and clicking on additional Judge names.

4 The Office category defaults to ‘blank’ which means ‘all’ Offices will be

included in the Calendar Report. To limit the report to a specific Office, click
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L 2

the down arrow ¥ to find and select the Office. Select more than one Office
by holding down the [Ctrl] key and clicking on additional Office names.

The Chapter category defaults to ‘blank’ which means ‘all’ Chapters will be
included in the Calendar Report. To limit the report to a specific Chapter,
click the down arrow V¥ to find and select the Chapter. Select more than one
Chapter by holding down the [Ctrl] key and clicking on additional Chapter
numbers.

The Calendar Events category defaults to ‘All Hearings’. Other event

categories may be chosen to be included in the report. Select more than one
Event by holding down the [Ctrl] key and clicking on additional Event names.

The Date category defaults to the current date. Enter the desired calendar
date. Select Both, AM, or PM and enter a time if desired. Leaving the time

blank will result in a report containing all events, regardless of time, on the
specific date chosen.

The Sort field allows the report to be sorted by Time, or by Office and Time.

Note: Press [Clear] to start over with the system defaults and begin

selecting options again.

When all Report Selections Options are correct, click [Run Report].

STEP 4 The Calendar Events Report displays. (See Figure 2)

1ia70 and

1120 A1
Figure2

*

A5-130cd Tohn Boobers Zemivels Coapber 7

Thd 03 Gray ropresenong Tobn Rabert Paowrds Torkbes)
Souorl M Sl Plrosles)

F docontar Lelet zox Stay et ehze of Dppochonts bas Heaang - PLC2 6y Dl 8 PUTOL
Frepars waini amy aae all lsproomegic thorooy fondgting o e aeres fcalad on foalwar
Flerderesan Cownty, W0 Deed of Thust recorded o Tocs 008 7f Doge OF 5 CDemalerac Cocife
Eameiry TEzrerponse of objzcioniz fied - DS 25 2w, 2 hearins Wil be held on TATE: 78T
TR i Vs TOMTETTICM: dlegevefla, N =i by Tardl & =an-ing an b-ha £ of First-Ciiee-
8 T Clorm .

J1-T7008 Zeal. Alber, Soaml=y Chocler. !

Fraoy A ol repoesesting oot Allbers Soanl=w (Te=bdor;
Sonst 3 Fate Trusesh

P Moon L Beel on whay wall 2lele ol Opperbuely Lo: Hewoye - PE O 2ZE ¢ DESCE_PUTOR
Dedfre Rpim 2002 Zarceponse of onjockon i3 Bed - DU 10 Agve, aboaring wll bz held on DUA]
Uttt 110 E SO-F ea, LA 202 Asbenaiffe, Sal" Flee] vy B Eeclly Jeboson v bl ol
Smaseisl Compane, LLC.

For each case shown on the calendar, a hypertext link appears. Clicking the

link will display the docket report for the selected case.
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4 Clicking on the silver ball next to each entry will display related transactions,
such as responses related to the motion on for hearing. (See Figure 3)
The related transactions screen will provide a document number link which
will display the pdf image for each document.

Caze Nuber: 110088 Seott Albert Stanley {docket enbries anlv)

g Datz  # Tockzt Tex
2001 S Meben for Relief from Szar watl Fotce of Cpocmaty Zor T=arng - FRLOZTRTY DEICRIETION:
Dodze fe 2500 I a response or cbjection s filed - 2TIE: 2.5 dews, abeamg will be held on DATT

g8 TIME P03, TOCATTON dubewiile, A Fled Ty = Eeali Tolnsoen oot w7l Che
Fronnzal Corr prany. T.T.? [:-crln ., :]

Relalad Proceedings:
Silmg Toals o Toonk =L Tex.
T O0T e el ol Molion BRE Fibrge Fee Receqpd ™Twnbes 00082035, =ee Ao T (e aled Gorrne s
(zrar, )

EesponzeBequest Sor Hzarnyg (r=lated decomens(s)[5]) Fied by Scatt Albert Starley. Heating cched
dPTE2ACT 2t 1A AN at 1-Dlzin Conrtractn Jirst Floce (edc, )

Az

=2

Zalendsr Text: EE: Doc &£5; Motion for Belief Jrom Stay fee)

Figure3
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Cases Filed Report

This module demonstrates the steps to take to obtain a Cases Filed Report in the CM/ECF system.
This report can be broad of quite specific. Some of the features of this report include debtor
information, file date, chapter number, case assigned judge, case assigned trustee and asset

status.
STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Reports Menu screen displays.
2 Click the Cases hypertext link.
STEP 3 The Report Selection Options screen displays. (See Figure 1)

Cases Report

Judge Office Casc Type

Hudyes, Geurye . Ashiewille
whitley, 1. Craig ¥ Eiryson Zity =]

« | Chapter
Cooper, Langdon Wi, - 7
Gray, David G, = 5 =]

Trastes

bk x|

Filed Ilar 13/2001 | to I'_flgle:l:ll Entered |

tul

Discharged I to I Dismissed |

tu|

Closed I to I Converted |

Terminal digit(s) I 147 [+ Open cases
[T Closed cases

Sortby [Filed Date =] | =l [
Fun <epar. | Clear |
Figurel

tul

™ Party mformation

4 The Judge category defaults to ‘blank’ which means ‘all Judges will be
included in the Cases Report. If you wish to limit the report to a specific
Judge, click the down arrow ¥ to find and select the Judge. You may select
more than one Judge by holding down the [Ctrl] key and clicking on

additional Judge names.

4 The Office category defaults to ‘blank’ which means ‘all’ Offices will be
included in the Cases Report. If you wish to limit the report to a specific
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Office, click the down arrow V¥ to find and select the Office. You may select
more than one Office by holding down the [Ctrl] key and clicking on
additional Judge names.

4 The Case Type category defaults to ‘blank’ which means ‘all Case Types
will be included in the Cases Report. If you wish to limit the report to a
specific Case Type, click the down arrow V¥ to find and select the Case
Type. You may select more than one Case Type by holding down the [Ctrl]
key and clicking on additional Case Type choices.

4 The Trustee category defaults to ‘blank’ which means ‘all' Trustees will be
included in the Cases Report. If you wish to limit the report to a specific
Trustees, click the down arrow ¥ to find and select the Trustee. You may
select more than one Trustee by holding down the [Ctrl] key and clicking on
additional Trustee names.

4 The Chapter category defaults to ‘blank’ which means ‘all'’ Chapters will be
included in the Cases Report. If you wish to limit the report to a specific
Chapter, click the down arrow V¥ to find and select the Chapter. You may
select more than one Chapter by holding down the [Ctrl] key and clicking on
additional Chapter numbers.

4 There are various ways to limit the results of the Cases Report. Although
optional, these fields are:

L 4 Filed; limiting the report to cases filed during a specific period of
time.
4 Entered; limiting the report to cases entered on the system during

a specific period of time.

L 4 Discharged; limiting the report to cases discharged during a specific
period of time.

4 Dismissed; limiting the report to cases dismissed during a specific
period of time.

L 4 Closed; limiting the report to cases closed during a specific period
of time.
4 Converted; limiting the report to cases converted during a specific

period of time.

L 4 Any combination (or none) of these limiting report options
may be chosen.

4 The Terminal Digits field is available if you wish to limit the report to
a specific terminal digit(s).
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4 The Open Cases radio box is automatically checked. If you wish to

only see closed cases, un-check the Open Cases radio box and
select Closed Cases.

4 Click to place a checkmark in the Party Information radio box if you
wish the report to include Party Information.

L 4 Click to place a checkmark in the Closed Cases radio box if you
wish the report to include Closed Cases.

4 Click the down arrow V¥ to reveal the list of options in the Sort By

field. The report may be sorted by: Filed Date, Entered Date, Case
Number, Terminal Digit, Case Type, Office, Trustee and Judge. Up
to three sort criteria may be chosen. The default is one sort, based
upon Filed Date.

4 When all selections are correct, click [Run Report] to continue.

Note: To return to the original defaults and begin again, click [Clear].

STEP 4 The Cases Report displays. (See Figure 2)
Case Mo
, , Judge
Related Case Tp [Ch T'arty Info Ty Dates Other Info
- mstee
Into
24-3077T k(15 |Rosemary Flaine Donaldsom Hoadoes Filed: CEMAN 25 e Charlote
990 BactPawl Clhurch Road Tadleck Avcets =z
Clowey, S0 2400010 Faar Mmd
well 2317507 oty Tadan
54-17441 b 13 'William G. Capps Hodwes Filedd; CO2EMA55 Qe Ashevile
I D 2 26E Crav Asesée Vaz
Candler, IZ 28T 5-J2EE Fog. Paid
EEM 240-00-00 86 Cespry: Funromhe
Figure2
L 4 In the Figure 4 example, the Party Information box was selected. The

report shows detailed debtor information.
To print a copy of the report, click the browser [Print] icon.

To save a copy of the repon, click [File] on the browser menu bar and select
Save Frame As.

4 You may also save the notice through the browser File/Save option.
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Docket Reports

This module demonstrates the steps to take to display or print a Docket Report for an ECF case.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Report Events screen displays.

L 4 Click the Docket Report hypertext link.

STEP 3 The Pacer Login screen displays. (See Figure 1)

Bankruptcy + Adversary + Query + Reports -« Utilities

An access fee of §.07 per page, as approved by the Tudicial Conference of the Tnted Stases at its
september 1998 sesson, willbe assessed for access to this service All mquiries will be charged to
your PACEE login that 15 kept on file. If vou do not aeed filing capabilities, enter your PACER
login and password. The Clieat code iz prowided to the PACEE user as a means o tracking
transactions by client. This code can be up to thirty two alphatumenc characters long,

Authentication

Login: Ii
Password: I
Client code: |

™ Make this my default PACER login

Login | Reset |
Figurel
L 4 Enter the Trustee Pacer Login.
L 2 Enter the Trustee Pacer Password.
2 Enter a Client Code, if any.

Note: Once logged into Pacer, you will not be asked again for the Login,
Password and Client Code. Any fee-based transactions will automatically
billed to the Pacer account. If you wish to change to a different Client Code,
or if you wish to change from the Trustee Pacer account to the attorney
Pacer account, click Logout on the CM-ECF Main Menu. Then log back into
ECF. You wil then be presented with a new Pacer login screen when
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requesting a fee-based transaction.

4 Click [Login] to continue.
Note: If you are requesting a Docket Report for a case for which you are the
trustee and you use your trustee Login and Password, there will be no Pacer
charge.
STEP 4 The Docket Sheet Request screen displays. (See Figure 2)

& Filed

" Entered I

Docket Sheet

Case number |

Documents | to |

¥ Public docket
W Inchide terminated parties
™ Inclade links to MNotice of Electrome Filing

Sort by |Clldest date first =]
Run Report | Clear |
Figure2

4 Enter the case number in yy-nnnnn format.

L 4 The radio button for the option Entered is the default. Leaving this as the
default, the Docket Report will be displayed showing the dates documents
were entered on the docket. Changing the default from Entered to Filed,
will result in seeing a Docket Report that will be displayed showing the dates
documents were filed. Filed is recommended.

L 4 If you want to limit your search to a range of documents, you may do so by
entering the document number range in the Documents to field.

4 The report defaults to Public Docket. This is the recommended default.

L 4 The report defaults to Include terminated parties. This is the
recommended default.

4 If you wish to be able to view the Notices of Electronic Filing pertaining to

docket entries, click to place a checkmark in the box for the option: Include
links to Notice of Electronic Filing.
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STEP 5

Q5251550

Figure3

D5/25/199%

Figure4

L 2

*

Click the down arrow V¥ to reveal the list of Sort by options. The system
defaults to Oldest Date First. The other options is:

L 4 Most Recent Date First. Select this option if you wish the docket
entries to be presented from newest to oldest.

Note: To return to the system default for all options, click [Clear].

When you have selected all options, click the [Run the Report] to continue.

The Docket Report displays.

L 2
*

[

-
(" 3
=]

Click the down arrow ¥ to scroll through the entire Docket Report.

Clicking on a document number hypertext link will provide the PDF image of
the filed document (See Figure 3). In the example below, clickihg on the
hypertext link 2 would open the image for the Chapter 13 Plan.

Clicking on a related document number (see again, Figure 3) will provide
the PDF image for the document to which this docket entry is related
(linked). In the example below, clicking on the hypertext link 1 would open the
image for Related Document #1 (the Voluntary Petition), as the Chapter 13
Plan docket entry is related to (linked) to the Voluntary Petition.

Chapter 12 Dlan {rdated docwmnznt(s) ) (Cumemngs, Sandra) (Eocercd: 110/01/20007

To print the Docket Report, click the browser [Print] icon.

To save a copy of the Docket Report, click [File] on the browser menu bar
and select Save Frame As.

You may also save the Docket Report through the browser File/Save option.
If the option to view Notices of Electronic Filing was selected on the Docket

Sheet Request screen, a silver ball will be located to the left of the document
number hypertext link. (See Figure 4)

Chapter 12 Plar. {related document(3)1) (Cumrings, Zandrs) (Ercered: 11201520000

L 4 Click the silver ball to view the Notice of Electronic Filing.

L 4 The Version Type screen displays. (See Figure 5)
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Bankruptcy

& Tewxt Version

Display Receipt Clear

Figure5

L 4 Select to view the Notice of Electronic Filing in either Html
Version or Text Version.

4 Click [Display Receipt] to continue.
L 4 The Html version (See Figure 6) will contain hypertext links

to the docket report and to the document PDF image. The
Text Version (See Figure 7) contains no hypertext links.

Bankruptcy + Adversary + Query +« Reports

Content-Type: text/html
MIME-Version: 1.0

From: JDhn_JDnes@aD.uscnurts.guv
Boo:

Meszage-Id: ncowh test-4612
Subject: Activity in Case 29-50632

***NOTE TO PUBLIC ACCESS USERS***You may view the filed documents on
charges, download a copy of each document during this first viewing.

MNotice of Electromc Filing

Case Name: E eitha Euth Price Pennell
Case Numhber: 99_50632
Document Number: 4

Docket Text:
Order Confirrning Chapter 13 Plan signed on 772201999, Served On: TATE(Ibs, )

Figure6-HTML Version
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Content—Type: text/plain
MINE-Version: 1.0

From: JDhn_JDnes@aD.uscnurts.gnv
Message-Id: ncwb test-4611

Bowe:

Sukject: Activity in Case 99-5063:2

***NOTE T PUBLIC ACCERS UIERI*** You may wiew the filed documentzs once without chat

HNotice of Electronic Filing

Case MNamwe: Eeitha Futh Price Pennell

Case Nuwbher: 99-50/32Z httpa://ecf.nowh-test.uscourts.gov/ogi-bin/DkeRpt.pl?167
Docwnent Nuber: 4

Copy the URL address on the line below into the location bar of your Webh browser to

Docket Text:
Order Confirming Chapter 13 Flan signed on 7/z22/1999, Gerved On: TATE (lb=s, |

Figure 7-Text Only Version
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CLAIMS REGISTER
REPORT

The Claims Register Report shows a list of claims filed in a particular case. This module
demonstrates the steps to take to generate a Claims Register Report.

STEP 1 Click the Reports hyperlink on the CM/ECF Main Menu.
STEP 2 The Reports screen displays.
L 4 Select the Claims Regqister hyperlink.

STEP 3 The Claims Register Information screen displays. (See Figure 1)

Claims Reglster

Coase number |

(thce Creditor type Creditor |
A e Cred Lug nuraher
Erysan ity =] admnosteatve

Creditor name |

Clamm i ber to I

¥ Filed

™ Entered

|Lig/wuul o |1/205 001

Terrnmal dizb(s) 947
Sart by Il:qsc huike 'I

I j"

ldun lepaod I Ueerl

Figurel

Enter the Case Number in yy-nnnnn format.

The Office field defaults to ‘blank’ which means ‘all’ Divisional Offices will be

included in the report. If you wish to limit the report to a specific Office, click
the down arrow V¥ to find and select the Office. You may select more than
one Office by holding down the [Ctrl] key and clicking on additional Office

names.

The Creditor Type defaults to ‘blank’ which means ‘all Creditor Types will
be included in the report. If you wish to limit the report to a specific Creditor
Type, click the down arrow V¥ to find and select the Creditor Type. You may

Western District of North Carolina-Trustee Training Materials June, 2002



CM/ECEF Trustee Training Materials Claims Register Report - Page 110

select more than one Creditor Type by holding down the [Ctrl]] key and
clicking on additional Office names.

L 4 The Creditor Number field can be used to limit the report to only one claim.
4 The Creditor Name field can be used to limit the report to only one creditor.
L 4 The Claim Number __ to ___ field can be used to limit the report to a

consecutive group of claims.

4 Select the dates through ‘from’ and ‘to’ dates on which the report should be
run.

Note: You cannot leave the date fields blank.

4 Selecting Filed will result in the report showing the dates claims were filed.

L 4 Selecting Entered will result in the report showing the dates claims were
entered on the docket.

4 The Terminal Digits field allows the report to be limited by terminal digit(s).

L 4 The Sort by field defaults to Case Number. Click the down arrow V¥ to
reveal the list of other options for report sorting:

Claim Number
Creditor Name

Filed Date
Office
Terminal Digit
L 4 Click [Run Report] to generate the Claims Register for the criteria selected.
STEP 4 The Search Results screen displays. (See Figure 2)
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Hankruptcy + Adversary + CQuery + Reports « Uklities + Logout

Search Results

Cased Claim# Date Filed Creditor#, Mame & Address

C7/27/2000  £88 - Hore ~epol - Acctit £172751.89235 Pr Box 1059 Dept 51
0010122 Zalz A D 0 CAARAX00 S06 - Southwres: Ganeral Hospilal - Scci# 31280657 Po Zox E/BB1D
0010122 Zalz A D 0XC3F CRAAFX00  EB6 - Intarnal Revenoe Zerce - 300 Ezst &:h 52 Ztop Bus Adstic, Taxas 72701

© Eet Clatns
 Telet= Claitre
& Clam: Eegeter

Figure 2
L 4 To view information about a specific claim, click to highlight the claim.
L 4 Click [Next] to continue.

STEP 5 The Claims Register Summary displays. (See Figure 3)

| EECF Iankriaptey +  Aubversary o+ HuPry  + Kepnets + DKilities + 1 ot
Technology ‘Training and Suppart Division

Claims LRegister
(0-10122 Dale A. Daniels

Judge Lillian Strasherg
Debtor Fame: DAMNITTS DAl A

e diFae g Had - Bhe-k
Claimn Mn: | A" 1 - Fheed
Ir=l=em, TH GERTS

LazsF Faaba e Wbl (i,
il Mk

FCa-lret Srabese

Lata'H

Avaags TTeaw: M-
Flisgiied By Clan Lo

Claw Sare, 08372000

r.-a.:l:l“.ﬂ.-:.'.? 1™ Lo

Luwlieanod By CTaiwa e,

Class | Amwunt Claimed Amwunt Allerrd
T e el | i R anm
Taral | $347 A 4N n
Rz znb e Tive ot T Sietsll waSipster
ek
Figure 3
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4 The claim information is displayed for the selected claim. The case
name/number is a hypertext link to the docket sheet; the claim number is a

hypertext link to the claim image.

4 At the end of each Claims Register report is a Claims Register Summary.

(See Figure 4)

Claims Register Summary

Case Name: District Memonal Hospital of Southwestern Iorth ©
Case Number: 2000-2006%

Chapter: 11

Date Filed: 06/06/2000

Total Number Of Claims: %5

Total Amount Claimed |Total Amount Allowed

Tnsecured F405084.02 £0.00

Secured FEE6096 79 $0.00

Prionty 625543 69 £0.00

TUnknown F602708.29 £0.00

Admimistrative £0.00 £0.00

Total $2299432 .86 $0.00

Figure4

4 To print the Claims Register, click the [Print] icon on the browser toolbar.
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E-Mail Notification

113This module demonstrates the functions of the CM/ECF E-Mail Notification System. It will
provide step-by-step instructions for establishing and editing e-mail notification information.

STEP 1 Click on the Utilities hypertext link on the CM/ECF Main Menu.
STEP 2 The Utility Options screen displays.

L 4 Click the Maintain Your ECF Account hypertext link.

STEP 3 The User Account screen displays.

2 Name, address and other user account information appears and may be
edited as necessary.

L 4 Click [Email Information].

STEP 4 The Email Information screen displays. (See Figure 1A)

Pl'i.l.l'l'rll}' l:'-ll.'l'rlil el ll.l.].l't'h:!:

e

ol =

Bend the notices specfied below
F Lo l.l'l:-" llli.ll'l'd]':-" l-_'-ll'l'd.il ':Illll.l'l:'!\:'ii

[T to these additional addreszzes

Bl

L
Send a notice for each filing
I* in cases m which 1 am mvalved
[T in these additional cases =]
| - |
Figure 1A
L 4 Primary e-mail address will have you current system e-mail address. Edit
if necessary.
4 Send the notices specified below field allows the entry of additional e-mail

addresses to which notices will be sent.

L 4 Click in the radio box to select to send notices to the primary e-mail
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address.

L 4 Click in the radio box to select to also send notices to the listed
additional e-mail addresses. Add additional e-mail addresses (or
delete addresses no longer needed).

4 The default for email notification is to send email notification of filings in all
cases in which the attorney is involved. If there are other cases in which the
attorney is not involved but notices are desired:

L 4 Type the case numbers in yy-nnnnn format (or delete case numbers
for which notification is no longer desired).

T Send a Daily Summary Report in my cases and the other cases listed above

. @ html format for Netscape or ISP e-mail service
Format notices

' text format for cc:Mail, GroupWise, other e-mail service

Feturn to Account screen Clear
Figure 1B
L 4 Figure 1B shows the option for choosing to have notices sent in the form of

a Daily Summary Report. A Daily Summary Report shows a listing of all
cases for which filings occurred during the day. Select this option if desired.
If not selected, individual filing notices will be sent by the system.

2 Format notices - choose to receive notices in either html or text format.
The option is html format.

4 If changes have been made, be sure to click [Return to Account screen]

L 4 At the Account Screen, click [Submit] to be sure changes have been saved.

Note: Selecting [More User Information] at the account screen allows you
to change your own user login and password. If these are changed, you
must notify the Court with the new information. It is also HIGHLY encouraged
that the screen be printed showing the new login and password and kept in
a safe place for future reference.
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Query

THIS module demonstrates the functions of the CM/ECF Query feature. This feature allows
access to case information, document images, attorney information, deadline and hearing
information, pending motions, and much more.

STEP 1 Click on the Query hypertext link on the CM/ECF Main Menu.

STEP 2 The Query Search screen displays. (See Figure 1)

4 Query searches can be based upon various pieces of information. The
options are:

Case Number

Last Name

First Name

Middle Name

SSN

Tax ID

Type (Attorney, Bankruptcy Administrator, Party, Professional,
Trustee, U.S. Trustee)

0000900

EE F Barkruptcy + Adversary + Ouery + Reports + Utilitig

Query

Search Clues

Caze Mumber |1 00 klz 10012 (Exarnple: D0-80C13)
Last Mame | (Examples: DJesoto, Des™)
First Marne | Middle Varne |

SSN | Tax 1D |
Tyac I j

Fun Cluery | Clear |

Figurel

L 4 Enter the information upon which the Query Search should be based.

Western District of North Carolina-Trustee Training Materials June, 2002



CM/ECEF Trustee Training Materials Query - Page 116

4 Click [Run Query] to continue.

Note: To return to the original blank defaults and begin the search again,
click [Clear].

STEP 3 The Query Results screen displays. (See Figure 2A)

There were 13 matching persons.

Smith, Alice (pty)
Snith, Tames (pty)
Smith, Toanne (pty)
Strith, John D, (pty)
Smith, Tohn Doe (pty)

Stith, Fobert Charles(Tr)  (pty)

smith, Sarah I (pty)
orith Home Eepanr (pty)
orith Wholesale Co. {cr)
smith Wholesale Co. {cr)
Figure 2A
4 If the Query Search found more than one case that matched the search

criteria, a list of matches will be presented. Click on the hypertext link for
the desired match. The desired case will be presented (See Figure 2B).
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4 If the Query Search found only one match, the specific case will be
presented. (See Figure 3B)

EE F Bankruptcy + Adversary « Query + Reports « UHili

00-10013 Simon Van Dross
Case type: bk Chapter: 13 Asset: Tes Vol: v
Date filed: 10/25/2000 Date of last filing: 11/07/2000

Query

Aliages HistoryDocuments ...
Associated Cases Judge
Attorneys Motions Eeport ..
Calendar - Monthly ... Motice of Bandonuptey Case Filine
Case Surntnary Parties
Creditors . Eelated Transactions ..
DeadlinesiHearings ... Status
Doclet Feport . Trustee
Filers ...
Figure 2B
4 Basic case information is listed at the top of the Query Results screen.

This includes the case name, case number, asset status, voluntary or
involuntary status, the case file date, the chapter number, and the date of
the last docket entry. Additional options are:

4 Aliases - showing any aliases listed for the case.

L 4 Associated Cases - showing any associated cases, such as
adversary proceedings or jointly administered cases.

4 Attorneys - showing names, addresses and phone numbers of
the case attorneys and the party representation.

L 4 Calendar-Monthly - is a hypertext link to the Monthly Calendar
Report to display the Monthly Calendar for the selected case.
(See Module: Monthly Calendar Report for additional information).

4 Case Summary - provides basic case summary information

including debtor social security number, file opening, closing,
discharge, dismissal and conversion dates.
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*

L 2

Creditors - is a hypertext link to the Creditor Report permitting the
viewing of the case creditors names and addresses.

Deadlines/Hearings - is a hypertext link to the
Deadlines/Hearings report providing a quick glance at all hearings
and deadlines set for the case.

Docket Report- is a hypertext link to the docket sheet for the
case.

Filers - shows the names of all parties (filers) in the case. A
hypertext link is available which provides a list of documents filed
by each party-filer. Within the document list:

L 4 Access to a document image is obtained by clicking on the
document number hypertext link.

4 Access to a Notice of Electronic Filing is obtained by
clicking on the silver ball next to each document. (Within
the Notice of Electronic Filing there is also a hypertext link
to the document image.)

History/Documents is a hypertext link to the History/Documents
report. This report can include all events or only events with
attached documents. Displaying the docket text is optional. The
report can be sorted to show either oldest documents first, or to
show the more recent documents first.

Judge - displays Judge information for the selected case.

Motion Report - shows motions (either pending, terminated or
both) for the selected case.

Notice of Bankruptcy Filing - is an official electronic notice of the
filing of the selected case. It may be printed at any time.

Parties - shows names and addresses all parties in the selected
case as well as their counsel.

Related Transactions - shows docket entries related to this

case.

4 Access to a document image is obtained by clicking on the
document number hypertext link.

4 Access to a Notice of Electronic Filing is obtained by
clicking on the silver ball next to each document. (Within
the Notice of Electronic Filing there is also a hypertext link
to the document image.)
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4 Status - shows pending and terminated status information for the
case.
4 Trustee - shows the name and address of the trustee assigned t

the selected case.
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CM/ECE EVENTS
NON- COURT USERS

BANKRUPTCY EVENTS

Answer/Response
-Reference an Existing Motion/Application

Amended Answer to Complaint
Objection/Request for Hearing
Response/Objection
Response/Request for Hearing
X- Other Document

-Other Answers

Appeal

Answer to Involuntary Petition(Use When Summons Service
Executed Docketed by Attorney)

Answer to Involuntary Petition(Use When Summons Service
Executed Docketed By Court User)

Response/Objection

Addendum to Record on Appeal
Appellant Designation

Appellee Designation

Cross Appeal (Fee)

Motion for Leave to Appeal
Notice of Appeal (Fee)
Statement of Issues on Appeal

Batch Filings(TRUSTEES ONLY)
341 Held-Recommend Confirmation
Assignment of Claim
Motion Allowance of Claims
Motion Dismiss Case (Ch13) w/TrHrg
Motion Dismiss/Convert/Modify w/TrHrg (Fee)
Motion Dismiss/Modify w/TrHrg
Motion Modify Plan (No Protest)
Motion Modify Plan w/TrHrg
Motion Modify/Convert (No Protest) (Fee)
Notice Amend Wage Deduction

CM-ECF Training - Event Listing - Non-Court Events Page 1 Revised

2002

April 9,



Notice Intent Dismiss Case

Notice Intent Suspend Payments

Notice Terminate Wage Deduction

Notice of Transfer of Claim & Opportunity to Object
Fee Paid(COURT ONLY)

Claim Actions(NONE AVAILABLE)

Creditor Maintenance
Enter Individual Creditors
Upload a Creditor Matrix File

File Claims

Motions/Applications
Abandon Property (No Protest) ( fee)
Abandon Property ( fee ) w/ HEARING
Administrative Expenses WHEARING
Allow Service by First-Class Mail (No Protest)
Appear Pro Hac Vice (fee)
Appoint Chapter 11 Trustee w/ HEARING
Assume/Reject (No Protest)
Assume/Reject w/ HEARING
Avoid Judgment Lien (No Protest)
Avoid Judgment Lien w/ HEARING
Avoid Lien (No Protest)
Avoid Lien w/ HEARING
Change Venue (No Protest)
Change Venue w/ HEARING
Compensation (No Protest)
Compensation w/ HEARING
Consolidate Cases w/ HEARING
Consolidate Proceedings w/ HEARING
Continue/Reschedule Hearing (Ex Parte)
Convert Case (fee ) w/ HEARING
Deconsolidate/Split ( fee ) w/ HEARING
Deposit Funds to Registry
Dismiss Case w/ HEARING

CM-ECF Training - Event Listing - Non-Court Events Page 2 Revised
2002

Trustee’s

April 9,



Dismiss Party w/ HEARING

Employ Attorney w/Affidavit

Employ Professional w/Affidavit (Ex Parte)
Extend Time (Ex Parte)

Extend Time (w/Hearing)

Hardship Discharge (w/Hearing)

Incur Debt (Ch. 13)(No Protest)

Incur Debt w/ HEARING

Jointly Administer Cases w/ HEARING
Modify Plan (Ch. 13)(No Protest)

Modify Plan w/ HEARING

Moratorium  (No Protest)

Moratorium w/ HEARING

Objection to Claim (No Protest)
Objection to Confirmation w/ HEARING
Objection to Exemption

Objection to Valuation of Collateral w/ HEARING
Objection to Debtor’s Claim of Exemptions w/ HEARING (Ch 7 & 11)
Pay Filing Fee in Installments (Ex Parte)
Pay Unclaimed Funds (w/hearing)
Prohibit Use of Cash Collateral w/hearing
Reconsideration w/ HEARING

Relief from Co-Debtor Stay (No Protest)
Relief from Co-Debtor Stay w/ HEARING
Relief from Stay (No Protest)( fee )

Relief from Stay ( fee ) w/ HEARING
Reopen Case ( fee ) w/ HEARING
Sanctions w/ HEARING

Sell (No Protest)

Sell w/ HEARING

Shorten Notice(Ex Parte)

Substitute Counsel w/ HEARING
Transfer Case w/ HEARING

Withdraw Reference ( fee)

Withdraw as Attorney w/ HEARING

X - Other Motion (No Protest)

X - Other Motion (w/Hearing)

Multi-Case Docketing(NONE AVAILABLE)
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Notices
Creditor Request for Notices
Notice of Address Change
Notice of Appearance(Attorney)
Notice of Default Pursuant to Consent Order
Notice of Hearing
Notice of Opportunity for Hearing
Notice of Voluntary Conversion of Case from 11to 7
Notice of Voluntary Conversion of Case from 13to 7 ( fee)
Notice of Voluntary Conversion of Case from 7 to 13
Notice of Voluntary Dismissal of Chapter 12/13 Case
Notice of Withdrawal of Document
Notice to Take Deposition
Withdrawal of Claim
Withdrawal of Objection to Claim
X - Notice ( Other)

Open A Case

Other
Voluntary Petition Under Chapter 7 ( fee)
Voluntary Petition Under Chapter 13 ( fee)
Voluntary Petition Under Chapter 11 ( fee)
Voluntary Petition Under Chapter 12 ( fee)
Involuntary Petition Under Chapter 7 ( fee)
Involuntary Petition Under Chapter 11 ( fee)
Affidavit
Amended Document ( Other)
Amended Schedules ( Other)
Amended Voluntary Petition
Amendment- Adding New Names of Changing Amounts(Fee)
Amendment to Matrix(Fee)
Assignment of Claim(s)
Certificate of Service
Chapter 11 Final Report & Account
Exhibit(s)
Exhibit(s) List
Findings of Fact & Conclusion of Law
Matrix ( Creditor Disk )
Missing Schedules and Statements Filed(no fee)

CM-ECF Training - Event Listing - Non-Court Events Page 4 Revised April 9,
2002



Monthly Status/Operating Report (Chapter 11)
Post-Confirmation Report

Reaffirmation Agreement

Report of Substantial Consummation

Rule 1019 Report

Special Event-Deconsolidation

Special Event-Involuntary Petition Received (11)
Special Event-Involuntary Petition Received (7)
Special Event-Petition Received (11)

Special Event-Petition Received (12)

Special Event-Petition Received (13)

Special Event-Petition Received (7)
Statement of Compliance

Statement of Financial Affairs

Statement of Intent

Stipulation

Summary of Ballots

Summons Service Executed ( Involuntary )

X - Other Document

Plan
Chapter 11 Disclosure Statement
Chapter 11 Plan
Chapter 12 Plan
Chapter 13 Plan

Trustee/Bankruptcy Administrator

Application for Compensation to Professional(s) Employed by Chapter 7
Trustee

BA Certification of 3011 Report
BA Certification of Final Report
BA Certification of Motion to Close Estate
BA Notice to 20 Largest Unsecured Creditors
BA/Trustee Status Report
Chapter 12/13 Final Report & Account & MOTION FOR DISCHARGE
Chapter 12/13 Final Report & Account AFTER CONVERSION
Chapter 12/13 Final Report & Account AFTER DISMISSAL OR
HARDSHIP DISCHARGE
Chapter 7 Final Report and Account, Application for Professional Fees
Checks & Statements
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Declaration of Debtor Sworn

Initial Report

Interim Report

Memorandum from 341(a) Meeting CONTINUED
Memorandum from 341(a) Meeting HELD
Memorandum of Proceeding (Hearing Cnt/Resch)
Memorandum of Proceeding (Hearing Held)

Motion Dismiss Case (Ch. 13) w/CtHrg

Motion Dismiss/Convert/Modify w/CtHrg

Motion Dismiss/Modify w/CtHrg

Motion Modify Plan w/CtHrg

Motion for Discharge (Ch. 12)

Motion to Close Estate(Ex Parte)

Notice of 341 ( a) Meeting of Creditors (Chapter 13)
Notice of Plan Modification

Notice of Possible Dividends & Request for Notice to Creditors
Notice of Withdrawal of Report of No Distribution
Notice to Release Vehicle

Rejection of Appointment

Report of Deposit

Report of No Distribution (Chapter 7)

Request for Fees Due Clerk of Court

Rule 3011 Report

Trustee’s Objection to Confirmation and Motion to Dismiss W/HEARING

Trustee’s 341 Filings

ADVERSARY EVENTS

Answers

-Motion/Application/Amended Answer to Complaint
Amended Answer to Complaint
Objection/Request for Hearing
Response/Objection
Response/Request for Hearing
X - Other Document

-Complaint, 3", cross, counter
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Complaint/Summons
Amended Complaint
Complaint ( fee)
Complaint Received(COURT ONLY)
Counterclaim
Crossclaim
Notice of Removal ( fee )
Summons (unissued)
Summons Service Executed
Summons Service Unexecuted
Third Party Complaint
X- Other Document

Motions
Approve Settlement
Default Judgment
Dismiss Party w/ HEARING
Entry of Default
Extend Time
Extend Time to File Answer
Reopen Adversary
Shorten Notice
Summary Judgment w/ HEARING
Withdraw Reference(fee)
Withdraw as Attorney w/ HEARING
Withdraw the Reference ( fee)
X - Other Motion
X - Other Motion (w/ Hearing)

Notices
Affidavit of Trustee-Plaintiff of Deferred Filing Fee
Bill of Costs
Brief
Certificate of Service
Dismissal After Settlement
Notice of Appearance
Notice of Hearing
Notice to Take Deposition
Progress Report
Report
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Stipulation

Voluntary Dismissal of Party
Voluntary Dismissal of Proceeding
X- Other Document

Open an Adversary Proceeding/MP Case
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